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Terminology

The following terms are used throughout the application and throughout this User
Guide.

Administrator (Admin): An individual or individuals assigned and responsible for
running an agency or organization also known as: Administrator, Billing Agent,
Scheduler, Human Resources, Office Manager, Agency Owner, Service Broker/Case
Manager, Fiscal Agent.

Caregiver: An individual providing services/care is also known as: Live-in Service
Provider, Rendering Provider, Billing Provider, Home Health Aide, Adult Daycare
Provider, Provider, Community Mental Health Provider, Agency Providers, PDS
Employee, Independent Provider, Service Provider, Participant Directed Service
Provider, Personal Care Provider, Group Home Provider, Direct Care Worker, Direct
Service Provider, Non-Agency Provider.

Modifier: (Supplement to the Service Codes) Two digits used for billing to provide extra
details (when applicable) concerning a service/care provided by a Caregiver. Not all
service codes have modifiers.

Agency: A business established to provide a service and employs individuals to render
care also known as: Traditional Home Health Agency, Fiscal Management Agency
(FMA), Provider Agency, Billing Provider.

Payer: Payer refers to the health plan or organization that provides payment to the
Caregiver or Agency for the services that are provided to its Recipients by its
Caregivers.

Prior Authorization/Service Authorization: Health plans authorize care for a Recipient
for a specified period, for a specified unit (time increment for a service code) or for a
specified number of visits.

Recipient: An individual receiving services/care is also known as: Client, Participant,
Individual, Family Member (child, parent, spouse, etc.) PDS Employer, Beneficiary

Schedule: A schedule includes one or multiple visits that are most often planned by
Administrators for Caregivers to provide services to Recipients.

Service/Service Code: Service Codes are used to define the type of service being
rendered and the amount of time allotted for that service (unit). Service codes can
also be known as: Description, Billing Codes, Procedure Codes, Revenue Codes,
HCPCS or Healthcare Common Procedure Coding System. Service codes may include
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a series of tasks. For example, tasks may include Cleaning or Grooming. Some, but
not all service codes, may have modifiers (see Modifier)

Visit: A scheduled date, time, and place for a Caregiver to provide services to a Recipient
and the services to be provided.
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Getting Started

You are here: Tellus EVV Administrator User Guide > Getting Started

Click a topic below:

General Requirements

Logging In

Administrator Console Overview: Viewing the Dashboard

Viewing the Main Menu

Changing Refresh Settings

Commonly Used Icons and Controls

Selecting Times using the Clock Icon

Selecting Dates using the Calendar Icon

Logging Out
Terminology
Acronyms
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General Requirements

You are here: Tellus EVV Administrator User Guide > Getting Started > General Requirements

Each provider must designate at least one Tellus EVV system administrator during the
registration process. System administrators will:

e Create and manage accounts and IDs for Users.

e Create and manage Recipient information.

e Schedule, manage and monitor visits, and manually update visits when needed.
e Run reports.

All administrators must have a Username and Password to login to the Tellus EVV
application.

The Administrator Console and the Mobile App are compatible with the following:

Supported PC Operating e Windows OS (32 or 64 bit) Version 7 or higher
Systems . .
e Mac OS Version X (10) or higher

Supported Mobile e iOS Version 8 or higher

Operating Systems
P &2y e Android Version Lollipop (5.0) or higher

Supported PC & Mac e Microsoft Internet Explorer Version 11 or higher
Browsers . . .
e Microsoft Edge Version 16 or higher
e Google Chrome Version 4 or higher

e Apple Safari Version 10 (Mac)/4 (Windows) or

higher
e Mozilla Firefox Version 57 or higher
Supported Mobile e Google Chrome Version 4 or higher on Android
Browsers: . . .
e Apple Safari Version 10 (Mac)/4 (Windows) or
higher
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Mobile Device e Operating System: Android or iOS (see above)
Requirements

e Bluetooth required: No
e GPSrequired: Yes
e Voice support required: No

e Min memory of phone: 25 MB

e Min storage of phone: 50 MB

Related Topics

e LoggingIn e Commonly Used Icons and Controls
e Administrator Console Overview e Logging Out

e Viewing the Main Menu e Terminology

e Changing Refresh Settings e Acronyms




Logging In

You are here: Tellus EVV Administrator User Guide > Getting Started > Logging In

Note: Be sure pop-up blockers are turned off before logging in.
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You can access the Tellus EVV Administrator Console using any web browser.

1. Type https://4tellus.com in the address bar of your browser.

€ > C & 4elluscom

i Apps O Most Popular Baok...

* om @ :

Other bookmarks

LOGIN TELLUS EVV

@TELLUS SOLUTIONS v ABOUTUS v NEWS&EVENTS v RESOURCES v

TELLUS

obile Solutions for Home Health and Long-Term
Care that improve care delivery, drive efficiency,
speed reimbursement and cut costs.

CONTACT US

L

javascriptvoidi0)

MY DASHBOARD
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2. Click LOGIN TELLUS EVV in the upper right-hand corner and select MY DASHBOARD.

The Tellus EVV Login dialog box opens.

@ TELLUS

Username *

Password *

Forgot Password

3. Enter your Username and Password.

Note: If you forgot your password, click Forgot Password. You will receive an email with
a temporary link that will allow you to log in and change your password.

4. Click Login.

The Tellus EVV Console opens to the Dashboard view.

Note: If you are new to Tellus and have been assigned the User Role Admin, Billing,
or Monitor, you will receive an email inviting you to join Tellus EVV. You have 36
hours to activate your account; after that time the invitation expires.

If you are new to Tellus and have been assigned the role of Caregiver, you will receive
an email providing instructions on how to access the Tellus EVV mobile app. You will
have 36 hours to activate the app; after that time, the invitation expires.

In either case, if you do not find the email in your inbox, check your junk and spam
folders for the email from the Tellus EVV System.

11
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General Requirements

Administrator Console Overview

Viewing the Main Menu
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Administrator Console Overview: Viewing the Dashboard

You are here: Tellus EVV Administrator User Guide > Getting Started > Administrator Console Overview

The Tellus EVV Administrator Console displays a snapshot view of real-time data. The
default Administrator Console view is the Dashboard, where you will find the numbered
items, which are described in the table that follows the screen shots. Screen shots are
shown in the order you will see them when you scroll down the dashboard.

More detailed information on how to use each section of the Dashboard is in Using the
Dashboard.

® © 0 606

@ TELLUS ZEnglish @ TELLUSDEMO  [E|| Provider v B Vicki Rouse v
25 Dashboard Visit Status on 01/28/2020 - 01/28/2020 @
) Schedule
THIS WEEK LAST WEEK 2 WEEKS AGO c
= Visits o
= Work List
© Claim Review
COMPLETED,

(¥ Prior Authorizations LA
7 Reports

Weekly Visits on 01/26/2020 - 02/01/2020 e
an  Users
22 Recipients LAST WEEK 2 WEEKS AGO c
B Provider Legend

.
& Trinng p— ,
) - - : o i

@ Copyright 2017 - 2020 Tellus LLC
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Settings
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Logout
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_= English

@ TELLUSDEMO

Bl Provider v

& Vicki Rouse v

Inbox Q = = A
From: Conrado Caducio A 1/27/20  ~
P 327 PM
To: Vicki Rouse
Recipient refuses care
From: Lisa Turner A 1/21/20
. 212PM
To: Vicki Rouse
M: lied out of town. Monday at 9
From: Lisa Turner A 1/18/20
. 12:45 PM
To: Vicki Rouse
Mamé canceld y enero 23 a la 1pm nueva visita
From: Lisa Turner A 1/18/20
. 12:19 PM
To: Vicki Rouse
Rosie termine en la casa de abuela
Itemsperpage: 20 ¥ 1-200f108 <
My Claims Work Queue
Legend

® Copyright 2017 - 2020 Tellus LLC

My Claims Work Queue
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24
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[ R

©

@ Matched
@ Unmatched
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'“ Released Claims Pending Submission
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Claims
0G tart dats Ch d date
Custom ~  01/01/2020 5 05/05/2020 ®
el
£ Legend
5
3 ]
3 200 a
2 Wra
5 e
2 -, =000
0 B
w P . . . ® ® . . ® ® . . . @ . ¥ g e
i} . £ £ £ . . F ® ) . £ e £ : £ ° -
2 & g 2 g H & 2 8 2 & g ] 2 S g 8 A
e S H 3 5 ; = ° 5 c % =
3 3 4 9 9 : £ & il = H 2 z E 2 < : @
< E g g g = - = E E E = g E < < =
2 3 3 a a H & 8 & @ @ @ H 3 & & 2 WEw
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@

Main Menu: Provides access to other areas in the Console and allows you to
customize viewable data. See Viewing the Main Menu for more information on
the menu options.

Language icon: Allows you to select your language preference: English or
Spanish.

Agency name: Shows the name of your home health agency.

Provider: This shows detail about your agency.

00 O

Username: Displays your Username. Click the arrow by your Username to
access the My Profile, option where you can update your information, and the
Log Out function.

(o)

Visit Status: Choose the time period for the visits you want to view: Today,
This Week, Last Week or 2 Weeks Ago. Colored boxes display the number of
visits for each visit status for the time period you select.

Weekly Visits: Shows information from the Status Tiles in a bar chart format.
You can view This Week, Last Week or 2 Weeks Ago.

Inbox: Depending on your screen size, the Inbox displays to the right of the
statuses, or you may need to scroll down to see it. The Inbox displays
messages sent from Caregivers in the field and, when you open a note, it
provides a link to visit details. You cannot respond to messages from the Inbox,
but you can send messages to Caregivers on the Users page.

My Claims Work Queue: Shows a pie chart of new, matched, and unmatched
visits in Work List and provides direct access to the Work List.

©

Released Claims Pending Submission: Shows the total dollars you can expect
to receive for matched visits that have been released for payment and
provides direct access to Claim Review.

[11)

Claims: Shows a graph of visits by status according to a timeline you choose.

Related Topics

General Requirements e Commonly Used Icons and Controls
Logging In e Logging Out

Viewing the Main Menu e Terminology

Changing Refresh Settings e Acronyms

16
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Viewing the Main Menu

You are here: Tellus EVV Administrator User Guide > Getting Started > Viewing the Main Menu

The Main Menu appears on the top left side of the Tellus EVV Administrator Console.
Click the Main Menu icon circled below — sometimes called the “hamburger icon” —to
expand the menu and see a description of all options. Click it again to collapse the Main
Menu so that just the icons are visible.

1 » TELLUS

=English @ TELLUSDEMO NIl Provider v @)Vicki Rouse v

BY  Dashboard
5] Schedule
Visits

= Work List
Claim Review

Prior Authorizations

RS A )

Reports

Users

15

Recipients

Be

Provider

Settings

F & m

Training

]

Logout

Visit Status on 01/28/2020 - 01/28/2020

2 WEEKS AGO c

COMPLETED,
LATE

THIS WEEK

LAST WEEK

Weekly Visits on 01/26/2020 - 02/01/2020

LAST WEEK 2 WEEKS AGO c

Lege!
[ ] -
— -
I — a pleted, Late
I =

© Copyright 2017 - 2020 Tellus LLC

30

The Main Menu provides access to many different features, which are listed in the table

on the next page.

Note: Claim Review, Work List and Prior Authorizations are used for claim processing and
are discussed in the Tellus EVV Claims User Guide, which is available from the Training

menu option.

17
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Menu ltem Description

Accesses the Console Home page that provides an at-a-glance

Dashboard
E— look at visits and their status, and your inbox.
Schedule AIIows.y.ou to create, view and manage Schedules by Caregiver or
- by Recipient.
.. Allows you to create visits, and view and manage all scheduled
Visits .. .. .
I Visits and Visit details.
Work List Allows you to search and review Completed Visits by Payer to

release for claims processing.

Claim Review

Allows you to view Payer responses to claims and resubmit
paid/partially paid claims.

Prior
Authorizations

Allows you to search and review Prior Authorizations. If allowed
per program, user can also add, update, and delete Prior
Authorizations.

Reports Allows you to view and print pre-defined or ad-hoc reports.
Users Allows you to view and manage Users, User information like IDs
- and personal information and User roles.
Allows you to view and manage Recipients and Recipient
Recipients information, including demographics, address, referring physician,
payers, and diagnoses codes.
Allows you to update provider information, link and unlink payers
Providers and contractors, and manage payer override rates for specific
services when needed.
. Allows you to adjust refresh times (minimum 300 seconds,
Settings .
maximum 600 seconds) for the Dashboard, Users, and Schedule.
Trainin Provides access to the Training and Support Center for access to
& User Guides, FAQs, video tutorials, and other training materials.
Logout Logs you out of the Administrator Console.

Related Topics

18
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e Commonly Used Icons and Controls

General Requirements

Logging In e Logging Out
Administrator Console Overview e Terminology
e Acronyms

Changing Refresh Settings

19



Changing Refresh Settings
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You are here: Tellus EVV Administrator User Guide > Getting Started > Changing Refresh Settings

The Settings option allows you to adjust refresh times (minimum 300 seconds,
maximum 600 seconds) for the Dashboard, Users, and Schedule. To do so:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Settings.

@ TELLUS _=Engiish @ TELLUSDEMO NIl Provider v (@) Vicki Rouse v
8§ Dashboard Settings
£ Schedule
= Visits Dashboard (Message Auto-Refresh timer and etc.) =5
= Work List Message Auto-Refresh timer (sec ) ;;UU
@ Claim Review
(¥ Prior Authorizations User (User Auto-Refresh timer and etc ) =
A Reports Schedule {Schedule Auto-Refresh timer and etc.)
&% Users
22 Recipients m Cancel
B  Provider
£ Settings
[& Training

(3]

Logout

® Copyright 2017 - 2020 Tellus LLC

3. Click the name of the setting you want to change. Chose Dashboard, User, or

Schedule.

You can also click Set Default to change all to 600 seconds.

4. Type the interval time, in seconds, that you want to refresh.

Enter a minimum of 300 seconds to a maximum of 600 seconds.

5. Click Save.
Related Topics

e General Requirements

e Loggingln

e Administrator Console Overview

e Viewing the Main Menu

20
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Logging Out
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Commonly Used Icons and Controls

You are here: Tellus EVV Administrator User Guide > Getting Started > Commonly Used Icons and

Controls

You will see some common icons on the Tellus EVV Administrator Console and
throughout the application.

Icon Description

E Main Menu: Click the Main Menu icon —sometimes called the “hamburger
icon” — to expand the menu to see the full list of options; click it again to
collapse the menu so that only icons display.

® View: Click the View icon to view a record.

Edit: Click the Pencil icon to edit a field or row.

,’l
Actions: Click the Actions icon to open a record (like a Visit), or to see a
submenu of actions available for a record (like Users and Recipients).

a Search: Click the Search icon to open a search field. There you can enter a

few characters that will help you find a User or Recipients. Press Enter after
making your entry in the Search field.

C Reload: Click the Reload icon to Refresh the page with the most recent data
on any page where it appears.

Refresh times for the Dashboard, Users, and Schedule can be set using the
Settings option.

21
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Icons you will see when scheduling visits include the following.

Icon Description

@ Clock: Click the Clock icon when scheduling visits to select a time in a field
where a time entry is required like Choose start time. You will select a time in
the Choose end time field only when you are manually completing a visit. See
Selecting Times using the Clock Icon for detailed instructions on setting time
using this icon.

E Calendar: Click the Calendar icon to set a date in a field where a date entry is
required like Choose start date or Choose end date. See Selecting Dates using
the Calendar Icon for detailed instructions on setting time using this icon.

22
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Icons you will see when viewing a schedule include the following.

Icon Description

E Calendar View: Click the Calendar View icon to see all scheduled visits within
a calendar period for a searched User or Recipient. If you are looking at a
weekly view, Users will display across the top of the page; if you are looking
at a specific day, days display across the top of the page. In both views, times
are listed down the left side.

Schedule View: Click the Schedule View icon to see all scheduled visits within
a calendar period for a searched User or Recipient. The schedule view shows
days and times across the top of the page, Users or Recipients down the left
side and a total number of visits.

E Today: Click the Today icon to see the schedule for the current day. Use the
arrows at the top of the screen to move forward and backward between days.

Day: Click the Day icon to see the schedule for a specific day that you select.
Use the arrows at the top of the screen to move forward and backward
between days.

m Week: Click the Week icon to see the schedule for a specific week in either
Calendar or Schedule View. Use the arrows at the top of the screen to move
forward and backward between weeks.

— Month: Click the Month icon to see the schedule for a specific month in
either Calendar or Schedule View. Use the arrows at the top of the screen to
move forward and backward between months.

23
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Selecting Times using the Clock Icon

You are here: Tellus EVV Administrator User Guide > Getting Started > Setting Time using the Clock Icon

Fields that require a time entry have a clock icon to the right of them.

1. Click the icon to open the Set time dialog box; it defaults to the next five-minute
interval. For example, if the clock was accessed at 1:58 PM, the clock will display
2:00 PM.

Choose Start Time *

2:00 PM C]

2. Use the up and down arrows for hours and minutes (5-minute intervals) to select
hours and minutes.

3. Click AM or PM to toggle between them until the correct time of day displays.
4. Click OK to complete your time selection.

24
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Selecting Dates using the Calendar Icon

You are here: Tellus EVV Administrator User Guide > Getting Started > Setting Dates using the Calendar
Icon

Fields that require a date entry have a calendar icon to the right of them.
1. Click the icon to open the Calendar; it defaults to the current month, day, and year.

Choose Start Date * Choose Start Time *
Select Date And Time ~_~,  05/05/2020 [} 11:00 AM
MAY 2020 + < > nutes”
MAY 1 2

Select Visit Recurrence 3 4 @ 8 7 8 9
| )

il 10 " 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 27 28 29 30

2. To change the year, click the month and year displayed to open the window shown
below; if you do not see the year you want, use the right and left arrows to scroll
through years.

25



3. Click the year you want.

Choose Start Date *

@) TELLUS

Choose Start Time *

Select Date And Time C’\ 05/05/2020 ] 11:00 AM
5 |
,/
2016 —2039 a < > hutes*

2017 2018 2019

2021 2022 2023
Select Visit Recurrence ™

6 | 2025 2026 2027
/

2028 2029 2030 2031

2032 2033 2034 2035

2036 2037 2038 2039

4. To change the month and day, click the right and left arrows, then click the date you

need.

Choose Start Date *

Choose Start Time ™

Select Date And Time C'\ 05/05/2020 [l 11:00 AM
5 )
S/
MAY 2020 + .
Su T Th , S
MAY 1 2 1
Select Visit Recurrence 6'\ 3 4 @ 6 7 8 9
|
S 0 1 12 13 14 15 16
7 18 19 20 21 22 23
24 25 26 27 28 29 30
31
e

5. Click OK to select the date.

26
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Related Topics

e General Requirements e Changing Refresh Settings
e LoggingIn e Logging Out

e Administrator Console Overview e Terminology

e Viewing the Main Menu e Acronyms
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Logging Out

You are here: Tellus EVV Administrator User Guide > Getting Started > Logging Out

Any time you are not actively using the system, it is a best practice to log out. Logging
out helps ensure the security and protection of your organization’s information as well
as the information for your Recipients and Caregivers. If you do not logout, you will
automatically be logged out after 30 minutes of inactivity.

There are two ways to logout. Either way you will be logged out of the system and
returned to the system login page.

1. Expand the Main Menu. (See Viewing the Main Menu for more information). Then,
click Logout.

2. Inthe banner, click the drop-down list next to your Username. Then, click Logout.

@ TELLUS Engiish ) TELLUSDEMO B3] Provider v

Dashboard Visit Status on 01/28/2020 - 01/28/2020

() Schedule

= Visits

= Work List

N - - - -

(9 Prior Authorizations

o R Weekly Visits on 01/26/2020 - 02/01/2020

28 Recipients LAST WEEK 2 WEEKS AGO c

B  Provider Legend

£ Setings 0 :

B 1nn N .

® ——— .

ol

httpssi/evv-dashboard dtellus.net/users/6ebf4d5c-e715-4dd 2-94d1- 307502 79aasF ® Copyright 2017 - 2020 Tellus LLC
Related Topics
e General Requirements e Changing Refresh Settings
e LoggingIn e Commonly Used Icons and Controls
e Administrator Console Overview e Acronyms

e Viewing the Main Menu
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Related Topics

e General Requirements e Changing Refresh Settings

e LloggingIn e Commonly Used Icons and Controls
e Administrator Console Overview e Logging Out

e Viewing the Main Menu e Acronyms
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Acronyms

You are here: Tellus EVV Administrator User Guide > Getting Started > Acronyms

Acronym  Definition

EVV Electronic Visit Verification

HIPAA Health Insurance Portability and Accountability Act
HCPCS Healthcare Common Procedure Coding System

LTC Long-Term Care

PA Prior Authorization / Approval

SA Service Authorization/ Approval

Related Topics

e General Requirements e Changing Refresh Settings

e LoggingIn e Commonly Used Icons and Controls
e Administrator Console Overview e Logging Out

e Viewing the Main Menu e Terminology
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Using the Dashboard

You are here: Tellus EVV Administrator User Guide > Using the Dashboard

Click a topic below:

Accessing Visit Status Detail

Accessing Weekly Visits Detail

Viewing Inbox Alerts

Viewing Claims Information
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Accessing Visit Status Detail

You are here: Tellus EVV Administrator User Guide > Monitoring Caregivers and Visits > Administrator

Dashboard: Accessing Visit Status Detail

You can view details about visits for a particular status during the time period selected,
using the Tellus EVV Dashboard. Simply click a status tile. The example below shows
visit statuses for Today.

You can also choose a different time period: This week, Last week, or 2 weeks ago.

& TELLUS

SEngish @ TELLUSDEMO [l Provider v @ vicki Rouse v

B3 Dashboard
5]  Schedule
Visits

= Work List
Claim Review

Prior Authorizations

RN A )

Reports

Users

15

Recipients

pe

Provider

Settings

F & m

Training

]

Logout

Visit Status on 01/28/2020 - 01/28/2020

THIS WEEK LAST WEEK 2 WEEKS AGO c

COMPLETED.
LATE

Weekly Visits on 01/26/2020 - 02/01/2020
LAST WEEK. 2 WEEKS AGO c

R
. _
—

© Copyright 2017 - 2020 Tellus LLC

The “reload” icon shown below allows you to update data for a real-time schedule

view:

cl
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To see visits for a specific status, click a tile. The example below shows details for all of
the Missed visits for Last week. You will need to scroll down to see all visits.

® TELLUS

=English @ TelusDemo Bl Provider @ Vicki Rouse v

Visit Status on 06/02/2020 - 06/02/2020

THIS WEEK LAST WEEK 2WEEKS AGO c

0

MISSED COMPLETED, LATE

Weekly Visits on 05/31/2020 - 06/06/2020 t

@ TELLUS English @ TELLUSDEMO  [J|| Provider v @ vicki Rouse v

5%  Dashboard

() sSchedule

= \Visits

= Work List

@ Claim Review

(9  Prior Authorizations

A Reports

&% Users

22 Recipies

B Provider Wz Dashboard

£ settings =) Schedule

[ Traning = yisits

3] Legout = Work List
@ claim Review
() Prior Authorizations

[
~ Reports
& Users
28, Reciplents
B Provider
R Settings
(& Training
5]  Logout

B .
u: egiver i Vﬁv;i‘ e, o It Staly Status Detail P: e Actions
5135 . o
2077058809 DaleCam  Fred Flintstone VB0 105 180,205 Missed - FLST
5130 Au A
sone 112820, 210 1/28/20, 310
338519042 DaleCan  Buck Rogers Missed - FLST
5130 A A
Homer E3ED 12820,315 126120, 415
0780984474  Dale Carr Missed - FLST
Simpson v AM AM
5130
1126120, 400 1/26120, 6:45
0354405521 DaleCan  JohnChung | T1021 ‘ . Missed - AETN
AM v
so1z2TT
ik 1126120, 400 1/28/20, 500
3226763871 DaleCam  Jimmy Mariey Missed - AETN
so122 A A
S0123TT
112520, 400 1128720, 630
0139346893 Michele Cashin Bob Hammond | T1018 o o Missed - AETN
5130
© Copyright 2017 - 2020 Tellus LLC

Note: See Viewing Visit Details for more information on the Visits detail page.

Related topics:

o Accessing Weekly Visits Detail e Viewing Claims Information

o Viewing Inbox Alerts
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Accessing Weekly Visits Detail

You are here: Tellus EVV Administrator User Guide > Monitoring Caregivers and Visits > Administrator

Dashboard: Accessing Weekly Visit Detail
To view additional details about visits during a specific time period, click any of the
color-coded areas on the Weekly Visits graph.

The example below shows what you see when you hover your cursor over the status
Not Started, Late for Monday of This Week.

@ TELLUS _ZEngish @ TELLUSDEMO NIl Provider v @Vicki Rouse v

Dashboard Visit Status on 02/02/2020 - 02/08/2020

0]

Schedule
TODAY HIS WEE LAST WEEK 2 WEEKS AGO c

Visits.

Work List
@ Claim Review
(9  Prior Authorizations
A’ Reports
Weekly Visits on 02/02/2020 - 02/08/2020

ah  Users
22 Recipients c
B Provider

3
£ Settings

a0
3 Training

2
5] Legout
B Leg 2w

s
15
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Click Monday — Not Started, Late to see visit details.
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5% Dashboard Visits AP
() scheaule [

Today ~  Not Started, Late -
= Visits
= Work List Search User
@ Claim Review

Search Recipients
) Prior Authorizations

Payer
A Reports
- Users VisitiD
22, Recipients

Visit ta Claim Status -
B Provider
£ settings

2l St i Eng
(&) Training pate T
59123 TT
5] Logout
Nat Started
1460126704  Deale Can John Chung 85130 213720, 4 00 AM2/3/20, 630 AM Late - AETN
Ti019
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You can choose a different time period -- This week, Last week, or 2 weeks ago —and
click a different status to see the details for other visits.

Note: See Viewing Visit Details for more information on the Visits detail screen.

Related topics:

e Accessing Visit Status Detail e Viewing Claims Information

e Viewing Inbox Alerts
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Viewing Inbox Alerts

You are here: Tellus EVV Administrator User Guide > Monitoring Caregivers and Visits > Administrator

Dashboard: Viewing Inbox Alerts

When a Caregiver enters a note and marks it as Alert My Administrator on their Tellus
EVV mobile app while conducting a visit, the note will appear in your Inbox on the
Administrator Dashboard, located either below the Weekly Visit Status panel or on the
right side of the page, depending on your browser’s window size. Click a note to read
the full text.

= @ TELLUS

Dashboard Visit Status on 02/03/2020 - 02/03/2020 Inbox Q EH N C~

Schedule From: Lisa Tumer A 2120 .
THIS WEEK LAST WEEK 2WEEKS AGO c 5:18 PM
To: Vicki Rouse

A @

isits
El Nifia esté en ol hospital

= Work List
From: Lisa Turner A B ;’;g':
@ Ciaim Revew To: Vicki Rouse. £
) Frior Authorizations Torming en ol parque
A~ Reporls From. Conrado Caducio A 17240
Weekly Visits on 02/0212020 - 02/08/2020 - #50AM
2 Users
e Rocipiont refusud care
2 Recipients LasT WeEK 2WWEEKS AGO
From: Chns Pernicano A 3143053
B Provider — Legend To: Vicki Rousa .
E =
My L
L Seitings = y note here
0
— 1
vaining . n -
o - . )
W
) Legout
) Logou ..
3
" - T
"
s
'

Sunay Mantay Tussdes Vienesiay Tharstay Fiiday Subatay
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The Dashboard, including the Inbox, refreshes automatically every 600 seconds by
default to ensure notifications are received in a timely manner. You can change how
frequently the Inbox refreshes by going to the Settings page and updating the setting
for Message Auto-Refresh Timer. You can manually update your Inbox at any time by
simply clicking the refresh icon.

Using the Inbox, you can:
e View unread messages, the default view, or click the closed envelope icon.
e Access messages you’ve already read by clicking the open envelope icon.

e Search messages by clicking the magnifying glass icon.
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e Change the number of messages per page, by clicking the Items per page drop-down
box. You can page through messages by clicking the forward arrow, or caret, or the
back arrow, or caret.

Inbox

From: Lisa Turner
To: Vicki Rouse

El Nifio esta en el hospital

From: Lisa Turmer A 2i1/20
i 4:52 PM
To: Vicki Rouse

Termine en el parque

From: Conrado Caducio A 1/31/20
L 9:58 AM
To: Vicki Rouse

Recipient refused care.

From: Chris Pernicano A 1/30/20
i 311 PM
To: Vicki Rouse

My note here

Items per page: 20 - 1-200f 115 $ >

Note: Notes with a yellow triangle shown, like the one shown below, indicate the note
was marked as “Alert My Administrator” when the Caregiver sent it from their mobile
app or was marked as “Alert” Note Type when it was entered in the Administrator
Console.

A

Click a message to view it and a popup like the one shown below displays.

From: Visit Details

Client adapted well at the park

Close
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Read the message and then click Close, or click Visit Details to see a screen like the one
shown below.

Visit x

Status: Completed C

Caregiver: Lisa Turner

Recipient(s): Nick Otine

Service Code(s): UNKWN

Scheduled Start Time Sep 19, 2019, 6:00:00 PM Scheduled End Time: Sep 19,2019, 7:00:00 PM

Actual Start Time: Sep 19, 2019, 6:39:39 PM Actual End Time: Sep 19,2019, 6:52:29 PM

Start Verification Type: GPS Verification Method End Verification Type: GPS Verification Method

Start Location Variance (Miles): - End Location Variance (Miles): -

Scheduled Start Address: 1025 Coral Club Drive, Coral Scheduled End Address: 1025 Coral Club Drive, Coral
springs, Florida, 33071 Springs, Florida, 33071

Scheduled Start Address Type: - Scheduled End Address Type:

Related topics:

e Accessing Visit Status Detail e Viewing Claims Information

o Accessing Weekly Visits Detail
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Viewing Claims Information

You are here: Tellus EVV Administrator User Guide > Monitoring Caregivers and Visits > Administrator
Dashboard: Viewing Claims Information

There are three sections of the Dashboard that give summary information about Claims:
My Claims Work Queue, Released Claims Pending Submission, and Claims. Scroll down
to see them.

e My Claims Work Queue shows a pie chart of new, matched, and unmatched visits in
Work List.

— Hover your cursor over a section of the pie chart to see the actual number of
claims in each section.

— Click the pie chart to go to the Work List.

My Claims Work Queue

Legend
< om— e
Unmaiched

24 @ Matched

@ Unmatehed
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Scroll further to see Released Claims Pending Submission. Here you will see the total
dollars you can expect to receive for matched visits that have been released for
payment.

— Click the total to go to Claim Review.

Released Claims Pending Submission

SE0EE 3
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¢ The Claims section of the dashboard shows a graph of visits by status according to a
timeline you choose.

— Use the dropdown list at left to select Today, This week, Last week, This month,
Last month, or Custom. If you select Custom, a Choose start date and Choose
end date field will appear; use the dropdown calendar for each to select a date
range, and then click the refresh icon at right.

— Hover your cursor over any point in the graph to see the breakdown of visits by
status.

Refresh Icon

Claims

Choose start date * Choose end date *
Custom ~  01/01/2020 @  05/05/2020 [l

-

sgend

2,000

TOTAL AMOUNT

Sun, Jan 19th -
Sun, Feo 2nd - 5.
Sun, Feb 9th - 5.
Sun, Feb 16th -
Sun, Feb 23 -
Sun,Mar 1st-§
Sun, Mar 8th -
Sun, Mar 15 -
Sun, Mar 22nd - ..
Sun, Mar 291 - .
Sun, May 3rd - T.

Breakdown of
visits by status

Related topics:

e Accessing Visit Status Detail e Viewing Inbox Alerts

o Accessing Weekly Visits Detail
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Managing Visits

You are here: Tellus EVV Administrator User Guide > Using the Dashboard

Click a topic below:

Searching for and Viewing Visits

Viewing Visits

Changing the Number of Visits Displayed Per Page

Searching for a Specific Visit

Viewing Visit Details

Completing a Visit

Canceling a Missed or Late Visit

Updating a Visit

Printing Visit Detail

Deleting a Visit
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Searching for and Viewing Visits

You are here: Tellus EVV Administrator User Guide > Managing Visits > Searching for and Viewing Visits

In this topic you will find instructions for:

e \Viewing Visits

e Changing the number of visits displayed per page

e Searching for a specific visit
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Viewing Visits

You are here: Tellus EVV Administrator User Guide > Managing Visits > Searching for and Viewing Visits >

Viewing Visits

To view visits:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click the Visits option.

= @ TELLUS _=Engish @ TellusDemo Bl Provider v B Vicki Rouse v
B3 Dashboard Visits +
() Schedule
_ Select Payer Search Scheduled Date Range ~ From B T [a]
= Work List Search Recipient Name/Last Name Search Visit Status = Visitto Claim Status -
Claim Reg
Search User Search Visit ID

(9  Prior Autherizations

A Reports —— £ Actons

% Users _
[ Rou wistie g Recpents wennow Sats Ve Stas DetaiPaer sk o Ciam i
22 Reciplents
femanda 211216, 11:05 2112121, 1105 Not Started,
[J 1 0848808331 Tara Husband 86125 AETN
B Provder durand AN AM Late
Pedro 1219/18, 11:40 1210118,
[0z 4180381258 Wonitoring . Conzate S5150 o P Missed - NONE
£ Settings onzales
Pedro seee 121018, 121018, 101121018, 121018
(&) Training []3 818658484 Andrey Busiov Completad NONE
Gonzalez s9123 1201PM PM 1202 PM 1206 PM
3] Logout _ Pedio 12110118, 7:00 1210118, B.00
4 795175197  Ghris P 59123 M AETN
O 95175197 Chis Pemic. o o issed E
Pedra 121118 900 1271A8,  1ZMAB, 1211116,  UnableTo .
[05 3442004270 CHRISPRA so123 RCAN AETN - H
Gonzalez A 1000AM  1230PM  1230PM  Complste .
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The Visits page opens. Scroll to the bottom of the page to see visits for the
default time period, Today.
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Changing the Number of Visits Displayed Per Page

You are here: Tellus EVV Administrator User Guide > Managing Visits > Searching for and Viewing Visits >

Changing the Number of Recipients Displayed Per Page

To change the number of visits that appear on each page:
1. Scroll to the bottom of the page.

2. Click the Items per page dropdown arrow and make a selection: 20, 50 or 100 Visits
per page.

@TELLUS =English (@) TELLUSDEMO || Provider v {6 Vicki Rouse v
- 2/3/20,9:05  2/3/20,9:35
%5 Dashboard 1367772371 DaleCam  JimmyMarley | TI502 o P NotStarted - AETN
2/3/20,9:30  2/3/20,9:45
) schedule 0854972848 Pablo Carrion 124 YUO 8130 NotStarted - AHCA
AM AM
= Visits $5130
2/3/20,9:40  2/3/20,10:10
3964164433  Conrado Cadu..Bob Hammond M AM Not Started - AETN
= Work List 85150
- $5130
2/3/20,70:15  2/3/20,1045
@  Claim Review 3076416974 DaleCarr  Jimmy Marley /3l /31 NotStarted - AETN
prm— AM AM
() Prior Authorizations
912277
' Reports
Ti019 5
/3/20,10:15  2/3/20, 10:45
1709394431  Conrado Cadu...John Chung NotStarted - AETN
&% users p— AM AM
22 Recipients 55130
2/3/20,10:30 2/3/20,11:30
B Provider 0046829592 Pablo Carrion  Ademo Demo S5150 AM e NotStarted - NONE
& setings 55180
55125
. 2/3/20,10:40 2/3/20,12:40
[&] Training 2225083079 Vicki Rouse  Mary Browns /3120, /3420,
TI019 AM oM
5]
5] Logout 3T
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3. If the number of Visits exceeds the space available on your screen, you can view
additional visits by clicking the arrows at the bottom of the screen. The Visits as well
as the counter at the bottom updates to reflect the range of records presented (for
example, 1-20 of 98 visits).
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Searching for a Specific Visit
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You are here: Tellus EVV Administrator User Guide > Managing Visits > Searching for and Viewing Visits >

Searching for a Specific Visit

To find a specific visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Visits to open the Visits page.

= @ TELLUS

B§ Dashboard

&) Schedule
= Visits

@ Claim Review

(9  Prior Authorizations
A Reports

&% Users

22 Reciplents

B Provider

£ Settings

[&) Training

5] Logout

Visits

Select Payer

Search Recipient Name/Last Name

Search User

Search Visits

[ row  wstic JseriCaregiver  Recipients

femanda
[J 1 0848808331 Tara Husband
durand

Pedro
[0z 4180381258 Wonitoring .

Gonzalez

Fedm
[03 s1s650484 Androy Busiov

o

Pedro
[+ 795175197 Ghris Pemic
‘Gonzalez
Pedra
[[]5 3142084270 GHRIS PRA
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AN

12/9/18, 11:40 1211018,

M

1211018
1201PM

12:40 AM

1211018
PM

Search Scheduled Date Range ~ From

—=Engish @ TelusDemo B3| Provider v B Vicki Rouse v
N =
To a]
> Visitto Claim Status -

Search Visit Status

Search Visit ID

Visit Status

\ciual Stan
TimeDate

12110418, 7:00 12/10/18, 8:00

B

P

1211118, 300 121118,

AM

10.00 AM

Not Started,
Late
Missed
101121018, 1211018
Complatad
1202 PM 1206 PM
Missed
1271118, 121118, Unable To
1230 PM 1230 PM Complete

® Gopyright 2017 - 2020 Tellus LLC

Visit Staius DefailPayer

NONE

NONE

AETN

3. You can search for Visits by using one or a combination of the following.

— Date: The default value is Today, or you can select from the options listed below.

0O 0O O O o o o

Tomorrow
This Week
Next Week
Last Week

2 Weeks Ago
This Month
Last Month
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o Custom: When you make this selection, two additional fields display. Use
the calendar icon in the Choose Start Date and Choose End Date fields to
select the date range you want to see visits for.

— Visit status: You can choose from these visit statuses:
o None
o Completed
o Completed, Late: The visit was started late, but is now complete.
o InProgress
o InProgress, Late: The visit was started late but is now in progress
o Missed
o Not Started
o Not Started, Late: The visit is late and has not yet been started

o Unable to Complete: The Caregiver completed the visit but was not able
to mark the visit complete on their Mobile app.

— Username: To find a visit by User, or Caregiver, type all or part of the Caregiver
name in the User field. A list of Users with the characters that match your entry
will display. Make a selection from the list.

— Recipient name: To find visits by Recipient, type all or part of a Recipient name in
the Recipient field.

— Visit ID: A Visit ID is assigned when the visit is schedule; if you have it, you can
enter it here

Note: The Visit ID appears only in the Visits menu option.
— Visit to Claim Status: Choose None, Success, or Error.
o None: The visit has not been completed.

o Success: The visit successfully transferred to the Work List for claims
processing when the visit is completed.

o Error: The visit did not transfer to the Work List due to an error that
occurred during the visit or visit completion.

Note: Visits that need to be corrected must be done by someone who has

the User Role Admin or Billing. See the Tellus EVV Claims User Guide,
which is available from the Training menu option.
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4. Click Search Visits after making your entries and selections.

Related topics:

Adding or Scheduling a Visit

Viewing Visit Details

Completing a Visit

Canceling a Missed or Late Visit

48

Updating a Visit

Printing Visit Detail

Deleting a Visit




Viewing Visit Details
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You are here: Tellus EVV Administrator User Guide > Managing Visits > Viewing Visit Details

There three ways you can access visit details.

e From the Dashboard, click any status tile across the top of the page, or any section of
the graph shown in Weekly Visits to see a list of visits.

e From the Main Menu, click Visits and find the visit you want to view.

e You can also click Schedule on the Main Menu and find the visit you want to view.

From the list of visits on the Dashboard or Visits page, click the vertical dots to open the
Visit. When the Visit window opens, you will see options for editing, cancelling,
completing, or printing the visit, depending on the visit status.

@ TELLUS

SErgsh @ TelsDemo Il Provider v @Vick Rouse v
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=2
Aca . ysro cia
T Status
Not Started, AETN
Late
Missed NONE
1or M0/
1210118, 121018, Completed NONE
12:02 PM 12:08 PM
Missed AETN
111 /11/1 1t
121118, 121118, Unable To ACAN AFTH
1230 PM 1230 PM Complete
12/14/18, 328 12/14/18, 3.30 Completed.
e AETN ERROR
PM PM Late
Missed NONE
Missed AETN
Missed NONE - H -

If you are using the Schedule option, click any visit that appears on the schedule or

calendar.
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Either way, a Visit page like the one shown below will open.

Visit

Status:

Claim Status:

Claim Status:
Caregiver:
Recipient(s):

HCPCS Code/Mod(s):

Scheduled Start Time:

Actual Start Time:

Actual Start Phone Number:
Start Verification Type:

Start Location Variance (Miles):
Scheduled Start Address:

Scheduled Start Address Type:

LUYYTI >

Run Park

d

Wialayan St Ataman St

nshay

P

W Palmetto Park Rd

+ mgnby

Missed

Dale Carr
Fred Flintstone

$5135
$5130

Jan 1, 2020, 1:05:27 AM

Boulder Street, Boca Raton,
Florida, 33428

B .

Addison S

JOWIEH
%

=

Visit Status Detail:
Claim Invoice ID#:
Claim Invoice ID#:
Notes:

Scheduled End Time:

Actual End Time:

Actual End Phone Number:
End Verification Type:

End Location Variance (Miles):
Scheduled End Address:

Q

Scheduled End Address Type:
LUYYTI D
Run Park
ad
Malayan St Ataman $1

Edit visit

50

W Palmetto Park Rd
x Addison St

Complete visit

Jan 1,2020, 2:05:27 AM

Boulder Street, Boca Raton,
Florida, 33428

B .

Juer
e

View Printable Visit
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If the visit has the status Complete or Complete, Late, you will see a “reload” icon that
you can click to populate the Claim Invoice ID# if it is not already there and transfer the
Visit to the Work List. Click the Claim Invoice ID to see the claim in the Work List.

Visit X

Status: Visit Status Detail: -
Complet
Claim Status: - aim Invoice ID#: 18544bc6-6f5a-474e-8664-

4db86c2d23d5 (Nikita Buslov)

Caregiver: Jim Orms -
Recipient(s): Nikita Buslov
HCPCS Code/Mod(s): $5130
Scheduled Start Time: Jan 3, 2020, 12:04:00 PM Scheduled End Time: Jan 3, 2020, 1:04:00 PM
Actual Start Time: Jan 3, 2020, 1:05:07 PM Actual End Time: Jan 3,2020, 1:05:16 PM
Actual Start Phone Number: - Actual End Phone Number: -
Start Verification Type: GPS End Verification Type: GPS
Start Location Variance (Miles): - End Location Variance (Miles): -
Scheduled Start Address: 800 Fairway Drive, SUITE Scheduled End Address: 800 Fairway Drive, SUITE

202, Deerfield Beach, 202, Deerfield Beach,

Florida, 33441 ° Florida, 33441 9
Scheduled Start Address Type: - Scheduled End Address Type: -

v Correct Care
Recovery Solutions
Pet Love Pet Sitting o Se‘niry Data Systems .

View Printable Visit

Note: Claim Review, Work List and Prior Authorizations are used for claim processing and
are discussed in the Tellus EVV Claims User Guide, which is available from the Training
menu option.

Related topics:

e Adding or Scheduling a Visit e Updating a Visit
e Searching for and Viewing Visits e Printing Visit Detail
e Completing a Visit e Deleting a Visit

e Canceling a Missed or Late Visit
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Completing a Visit

@) TELLUS

You are here: Tellus EVV Administrator User Guide > Managing Visits > Completing a Visit

If a Caregiver does not complete a visit using their Tellus EVV mobile app for some
reason — the Caregiver forgot to check out, for example — you can complete the visit
manually in the Tellus EVV Administrator Console. You will need to provide a reason for
completing the visit manually.

You can complete visits that have these statuses: Missed; In Progress; In Progress, Late;

Not Started; and Not Started, Late.

To complete a visit using the Administrator Console:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Visits.

= @ TELLUS

_ZEngish ) TelusDemo Bl Provider v B Vicki Rouse v

#%  Dashboard

- agcule

= Work List
Claim Review

Prior Autharizations

T o e

Reports

Users

Reciplents
Provider

Settings

B & o B

Training
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Logout

Visits

Select Payer

Search Scheduled Date Range ~ From o] o [a]

Search Recipient Name/Last Name

Search Visit Status = Visitta Claim Status -

Search User

Search Visit ID

Search Visils

femanda
[0 1 0848608331 Tara Husband

durand

Pedro
[Jz2 4120381250 Wonitoring

‘Gonzalez

Pedra
[[]3 18659484  Andrey Busiov
Gonzalez

Pedro
[J4 795175197  Chris Pernic
Gonzalez

Pedra
[05 3442004270 cHRISPRA
Gonzalez

Uz - vist
meate o o St
Not Started,
E AETN
Late
12/8118, 11:40 1211018,
Missed - NONE
1240 AM
124018, 124008, 101 124018, 1210018
Completed - NONE
12010 PM 1202PM 1208 PM
. 12410018, 7.00 12410118, 8.00 - o
i
Fu 2 e
12M1018, 900 1241148, 124148, 121148, UnableTo
s0123 ROAN AETN
AM 1000AM  1230PM 1230PM  Complete
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3. Find the visit you want to complete.
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4. When you see the visit that you want to complete in the search results, click the
submenu icon (vertical dots) on the right to see details about the visit.

Visit X
Status: Missed Visit Status Detail: .
Claim Status: - Claim Invoice ID#:
Claim Status: - Claim Invoice ID#:
Claim Status: - Claim Invoice ID#:
Caregiver: Dale Carr Notes:
Recipient(s): John Chung
HCPCS Code/Mod(s): §9122TT
§5130
T1019
Scheduled Start Time: Feb 3, 2020, 1:00:00 AM Scheduled End Time: Feb 3, 2020, 3:45:00 AM
Actual Start Time: - Actual End Time:
Actual Start Phone Number: - Actual End Phone Number:
Start Verification Type: - End Verification Type:
Start Location Variance (Miles). - End Location Variance (Miles): -
Scheduled Start Address: 321 Olivewood Place, Boca Scheduled End Address: 800 Fairway Drive, Deerfield
Raton, Florida, 33431 9 Beach, Florida, 33441
Scheduled Start Address Type: - Scheduled End Address Type:
atch Park at Florida iash sngbetasy : St g7 st
ic University M & s | SuIThE 7 e
Edit visit Cancel visit

5. At the bottom of the Visit page, click Complete visit.

Note: See Accessing Schedule Detail from the Administrator Console and Viewing the
Menu for additional information.
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Scroll to the bottom of the page. All of the following entries are required:
— Enter your note: Enter notes about the visit.

— Choose Start Date: The date the visit was scheduled displays here. If it is
different, click the calendar icon at right to select the correct start date.

— Choose Start Time: The time the visit was scheduled displays here. Ifitis
different, click the clock icon at right to select the correct start time.

— s visit completed? If the visit is complete slide the toggle to the right. Blue
indicates that the visit is completed and all services and tasks display.

@ TELLUS =Engiish () TELLUSDEMO  [E3]| Provider @ VickiRouse v

B Dashboard @ s visit completed? -
Choose End Date * Choose End Time *

Schedule
E 02/03/2020 [a] 7:30 AM ®
= Visits

Work List

Procedure Code Tasks

Claim Review

() Prior Authorizations
~

Homaker service nos per 15m (S5130) christesttask  bathing  test  cookprep  housekeeping  cooking
oase Start Time * — .
Report 7:00 AM @® 730aM ©
eports
&% Users
([ christesttask
22 Recipients [ bathing
a [ test
Provider
[ cook prep
3 seuings [ house keeping
[ cooking
[£] Training
3] Logout Skills train and dev, 15 min (H2014)
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If the visit is still not complete use the Unable to Complete Reason Code drop-down list
to select code for the reason why it is not complete.

= @ TELLUS —_=Engiish (@ TELLUSDEMO [N Provider v 6 Vicki Rouse v
UIEd STart 1T ETIORy, T eDTORTy 2, 2020 U0 A
8§ Dashboard
Start Verification Method:
(5 Schedule
End Verification Method:
= Visits
= Work List
@ Claim Review
Ent, rnote
¥ Prior Authorizations 4
A Reports
Choose Start Date Choose Stan Time ¢
25 Users 02/03/2020 B 1:00AM [¢]
&2 Recipients
I Is visit completed?
B Provider
£ Seuings Unable to completer... =
[#] Training
5] Logout

m Gancel
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7. Click Save to save and complete the visit. You return to the Visits page.

Or, you can click Cancel to exit the Complete visit page. Your entries and selections
will not be saved.

Related topics:

e Adding or Scheduling a Visit e Updating a Visit
e Searching for and Viewing Visits e Printing Visit Detail
e Viewing Visit Details e Deleting a Visit

e Canceling a Missed or Late Visit
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Canceling a Missed or Late Visit

You are here: Tellus EVV Administrator User Guide > Managing Visits > Canceling a Missed or Late Visit

You can cancel a visit with the status Missed or Not Started, Late. If the visit is scheduled
to happen in the future, you will have the option to delete the visit rather than cancel it.

To cancel a visit:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).
Click Visits.

2
3. Find the visit you want to cancel.
4

When you see the visit that you want to cancel in the search results, click the
submenu icon (vertical dots) to view details about the visit.

5. Click Cancel visit.

Visit X
Status: Missed Visit Status Detail:
Claim Status: - Claim Invoice ID#:
Claim Status: - Claim Invoice ID#:
Caregiver: Dale Carr Notes:
Recipient(s): Buck Rogers
HCPCS Code/Mod(s): S$5130
S5135
Scheduled Start Time: May 5, 2020, 2:10:41 AM Scheduled End Time: May 5, 2020, 3:10:41 AM
Actual Start Time: - Actual End Time:
Actual Start Phone Number: - Actual End Phone Number:
Start Verification Type: - End Verification Type:
Start Location Variance (Miles): - End Location Variance (Miles): -
Scheduled Start Address: 5986 Buena Vista Court, Scheduled End Address: 5986 Buena Vista Court,
Boca Raton, Florida, 33433 @ Boca Raton, Florida, 33433 @
Scheduled Start Address Type: - Scheduled End Address Type:
Torah Congregauone "‘"*q,,m:” e w,,_,.% v é Torah Congregation e r; = = Ve, p v é
fanGril i Yogurt Empoﬂu‘no % ian{Gnl E Yogurt Emponu‘m 0 N %
# : : v

Edit visit ‘ Complete visit View Printable Visit

6. When the Cancel Visit page opens, use the drop-down list to select the reason the
visit is being cancelled.
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Cancel visit reason

Type Codes
HOSP -

7. Click Save.

8. If the visit is a recurring visit, you will have the option to cancel just the visit you
selected, or all visits.

Cancel recurring visit

Would you like to change only this visit or this and all the following visits in the series?

CANCEL 'ONLY THIS VISIT THIS VISIT AND REOCCURRING AFTER

The canceled visit is not removed from the Schedule. The Status of the scheduled
visit will change to “Unable to Complete.”

Related topics:

e Adding or Scheduling a Visit e Updating a Visit
e Searching for and Viewing Visits e Printing Visit Detail
o Viewing Visit Details o Deleting a Visit

e Completing a Visit
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Updating a Visit

You are here: Tellus EVV Administrator User Guide > Managing Visits > Updating a Visit

You can update visits that have these statuses: Missed; Not Started; and Not Started,
Late.

You can update a visit on the Visit detail page.

Expand the Main Menu. (See Viewing the Main Menu for more information).
Click Visits.

Search for the visit you want to update.

W~

P

Click the submenu icon (vertical dots) to open a page that shows visit details.

Visit R
Status: Missed Visit Status Detail: .
Claim Status: - Claim Invoice ID#:
Claim Status: - Claim Invoice ID#:
Caregiver: Dale Carr Notes:
Recipient(s): Buck Rogers
HCPCS Code/Mod(s): S$5130
S§5135
Scheduled Start Time: May 5, 2020, 2:10:41 AM Scheduled End Time: May 5, 2020, 3:10:41 AM
Actual Start Time: - Actual End Time:
Actual Start Phone Number: - Actual End Phone Number:
Start Verification Type: - End Verification Type:
Start Location Variance (Miles): - End Location Variance (Miles): -
Scheduled Start Address: 5986 Buena Vista Court, Scheduled End Address: 5986 Buena Vista Court,
Boca Raton, Florida, 33433 @ Boca Raton, Florida, 33433 @
Scheduled Start Address Type: - Scheduled End Address Type:
Torah Congregallone Q"*;,‘%: G u».,,.% v % Torah Congrega(\one (;L"‘-r/,.,[‘, = .c,,,,%” v é
By § Yogurt Emponun"\ i S fenGril é Yogurt Emporium - % B
H

m Cancel visit Complete visit View Printable Visit
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. Click Edit visit to view the Edit visit page.

= @ TELLUS _cEngiish () TELLUSDEMO [l Provider v ()Vicki Rouse v
BF Dashboard Visits > Edit visit
(5 Schedule ot Recipie
Select Recipients -~ John Chung ( medicaid id:011111119, date of birth:12/21/1966) €
= Visits L1
= Work List
Select Payer
@ Claim Review
£ Prior Authorizations Select Additional Recipients
A Reports
P Name Member ID Medicaid D Diagnosis Codes
an  Users
John Chung - 011111119
S8 Recipients
B Provider Select Caregiver ; Dale Carr ©
£ Ssenings :
[ Training
Select Services This payer doesn't have any services...
3] Logout {2 ) Please, select the payer
tan Address
® Copyright 2017 - 2020 Tellus LLC

Make entries and selections just as you did when you added a new visit.

. When your additions, deletions, and updates are complete, click Update to save the
changes to the visit.

If the visit does not repeat, the Edit Visit screen will close.

If the visit does repeat, the Edit Recurring Visits popup opens. Chose how you want
the changes applied:

— ONLY TO THIS VISIT: Changes will be applied to the visit date and time selected in
the Select Date and Time section.

— THIS VISIT AND REOCCURRING AFTER: Changes will be applied to this visit and all
future visits.

. The system will compare changes to other scheduled visits. If there are errors —for
example, if the changes you made cause visits to overlap for a Caregiver — an error
message displays and gives you two options:

— MAKE CORRECTIONS: Click this button to return to the Edit visits page to make
additional corrections. For example, there may be a missing diagnosis, or

incorrect service code. Click Update when you finish.
— SAVE VISIT WITHOUT CORRECTIONS: Save changes as you entered them, without

making additional changes.
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Related topics:

Adding or Scheduling a Visit

Searching for and Viewing Visits

Viewing Visit Details

Completing a Visit
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Canceling a Missed or Late Visit

Printing Visit Detail

Deleting a Visit
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Printing Visit Detail

You are here: Tellus EVV Administrator User Guide > Managing Visits > Printing Visit Detail

You can print visit detail for a visit of any status.

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Visits.

3. Find the visit you want to print.

Visit X
Status: Missed Visit Status Detail:
Claim Status: - Claim Invoice ID#:

Claim Status: - Claim Invoice ID#:
Caregiver: Dale Carr Notes:
Recipient(s): Buck Rogers
HCPCS Code/Mod(s): $5130

$5135

Scheduled Start Time: May 5, 2020, 2:10:41 AM
Actual Start Time: -
Actual Start Phone Number: -

Scheduled End Time:
Actual End Time:
Actual End Phone Number:

May 5, 2020, 3:10:41 AM

Start Verification Type: - End Verification Type:

Start Location Variance (Miles): - End Location Variance (Miles):

Scheduled Start Address:

Scheduled Start Address Type:

5986 Buena Vista Court,
Boca Raton, Florida, 33433

Scheduled End Address:

©

Scheduled End Address Type:

5986 Buena Vista Court,
Boca Raton, Florida, 33433

©

qQ DY v v o S v
Torah C°n9'9931‘0ﬂ9 % g, 2 Torah Congregauone %, A iy, 2
2. "™ De o E *'m pe g
ian Grill 5 Yogurt Emporium 0 S ianGrill £ Yogurt Emporium Q H
] 3 '] 2

H

Edit visit Cancel visit Complete visit

4. Click View Printable Visit.
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€ Untitied - Google Chrome = o X
© aboutblank
Visi Print 1page
isit Visit
i Missed Vit Status Detail R Destination B saveasPOF v
Status: Claim Sists: . Claim lavoice IDK:
: Claim St : Claim lavoice 1D
Claim Status: m';m. Dale Carr News -
i . Recipintioy Buck R
Clauuv Status: HOPCS ColaMods): 88130 T Pages All v
Caregiver: ssi3s
Recipient(s): Scheduled Stant Time: My §, 2020, 21041 AM  Schoduled End Time:  May §, 2020, 3:10:41 AM
HCPCS Code/Mod(s): Actu Stat Tupe: : Actual End Tine: - Layout Portrait -
‘Actat Star Phane : ‘Actua End Phone Nurber: -
N
—_— Sun Verfication Type: - End Veriicatioa Type: -
Sur Location Vrsnce - End Locaion Varaace
Scheduled Start Time: sy Qe More settings v 1AM
sy Schodulod Stan Address:  $9%6 Bucs Vista  place Schoduled End Address: 5986 B Vi e
Actinal Start Time: ' Coun,Boca R, o B e, ™
Actual Start Phone Number: PR, Florida, 33433 Pt Florida, 33433
Start Verification Type: e Ao T el el k. 7
Start Location Variance (Miles):
Recipient Phone Numbers: (555 656-9874 .
Scheduled Start Address: oy i surt, Boca Raton, Florida, place
Scheduled Start Address Type: Corcgiver Signaturs: - Recipint Sgnature
(it sgnanire
o s raphic) yraphic)
Recipient Phone Numbers:
Signer:
Unable to sign reason:
Caregiver Signature:

(caregiver signature graphic)

5. Choose your Destination, Pages, and other print criteria, and then click Print (or
Save for pdfs).

Related topics:
e Adding or Scheduling a Visit e Canceling a Missed or Late Visit

e Searching for and Viewing Visits e Updating a Visit

o Viewing Visit Details o Deleting a Visit

e Completing a Visit
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Deleting a Visit

You are here: Tellus EVV Administrator User Guide > Managing Visits > Deleting a Visit

You can delete a visit only if it is happening in the future. If the visit was scheduled to
start in the past (in other words, is late) you will have the option to cancel the visit
rather than delete it.

To delete a visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Visits.

3. Find the visit you want to delete.

4

When you see the visit that you want to delete in the search results, click the
submenu icon (vertical dots) to view details about the visit.

Visit X
Status: Not Started Visit Status Detail
Claim Status: - Claim Invoice ID#:
Claim Status: - Claim Invoice ID#:
Caregiver: Conrado Caducio Notes:
Recipient(s): Fred Flintstone
HCPCS Code/Mod(s): $5130
8$5135
Scheduled Start Time: Feb 9, 2020, 1:05:27 AM Scheduled End Time: Feb 9, 2020, 2:05:27 AM
Actual Start Time: - Actual End Time:
Actual Start Phone Number: - Actual End Phone Number:
Start Verification Type: - End Verification Type:
Start Location Variance (Miles): - End Location Variance (Miles): -
Scheduled Start Address: Boulder Street, Boca Raton, Scheduled End Address: Boulder Street, Boca Raton,
Florida, 33428 ° Florida, 33428
Scheduled Start Address Type: - Scheduled End Address Type: -
Run Park o - Run Park
omplete visit

5. Click Delete visit.

Related topics:

e Adding or Scheduling a Visit e Canceling a Missed or Late Visit
e Searching for and Viewing Visits e Updating a Visit
o Viewing Visit Details e Printing Visit Detail

e Completing a Visit
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Scheduling

You are here: Tellus EVV Administrator User Guide > Scheduling

Click a topic below:

Viewing the Schedule

Scheduler View: Overview

Calendar View: Overview

General Navigation for Scheduler or Calendar View

Adding or Scheduling a Visit

Adding a Visit: Entries

Select Recipients

Select Caregiver

Select Services

Select Visit Locations

Select Date and Time

Select Visit Recurrence
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Viewing the Schedule

You are here: Tellus EVV Administrator User Guide > Scheduling > Viewing the Schedule

To see the schedule of visits for Caregivers and Recipients:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Select the Schedule option to open the Schedule

By default, you will see all Users who are scheduled for visits this week.

@ TELLUS SEnglish (@) TELLUSDEMO || Provider v ) Vicki Rouse v
8% Dashboard
= 2020 a2 B8 < Feboz > B = m = C
() schedule °
= Visits
Qo na:
X
Recipient
= Work List o
@ Claim Review
Name Total Visits  8am 9am 10am ~ 11am  12pm  1pm 2pm 3pm apm Spm 6pm Tpm 8pm 9pm 10pm  11pr]
(Y  Prior Authorizations Schnur Joe . -
A’ Reports Kalinowski Ryan 1
e .
& Users
Sanchez Mabel 1
oo i
28 Recipients Morgado Gustavo 1
B  Provider Pernicano Chris 3
. Pernicano Christopher 1
£ Settings
Carrion Pablo 3 sz pad
Trainin,
[ Training Rouse Vicki 2
8 Logou cosucocomado 1o | IS I o}
JE—, ~ 1 I —— 3
@ Copyright 2017 - 2020 Tellus LLC

There are two views for the Schedule: Scheduler View and Calendar View. Each is
described in the sections that follow. Navigation is similar for both and is described in
General Navigation for Scheduler or Calendar View.
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You are here: Tellus EVV Administrator User Guide > Scheduling > Viewing the Schedule > Scheduler

View: Overview

& TELLUS

_=English () TELLUSDEMO ||| Provider v+ (@) Vicki Rouse v

Dashboard

04

Schedule

Visits

Work List

Claim Review

Prior Authorizations

T O

Reports

» Users

Recipients
Provider

Settings

B & @ B

Training

&3]

Logout

User Find *
Recipient

Name

Schnur Joe
Kalinowski Ryan
Turner Lisa

Sanchez Mabel
Morgado Gustavo
Pernicano Chris
Pernicano Christopher
Carrion Pablo

Rouse Vicki

Caducio Conrado

TotalVisits 8am  9am  10am ~ 11am 12pm 1pm  2pm  3pm  4pm  Spm  6pm  7Zpm  Spm  9pm  10pm  11pm

1
1
2
]
1
3
1
3
2

16

SChedU|er VleW< Feb0z > al m m C
at right [+ )

e um) Ui e i

User: masanchez, Rug

LT - .

e ’

User serf User] Userf usec ] User oo vser] e
‘

@ Copyright 2017 - 2020 Tellus LLC

The Scheduler view shows the following:

¢ Name: If User is selected at the top of the screen Caregiver names display in this
column; if Recipient is selected the Recipient names display here.

e Total Visits: The total number of scheduled visits for the selected calendar period for

each User or Recipient.

e Dates: The days and calendar dates within the selected calendar period.

e Time: The time the visit will start; a colored band indicates how long the visit is

scheduled for.

You can use the buttons at the top of the page to change the time period or view. See
General Navigation for Scheduler or Calendar View.
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Calendar View: Overview

You are here: Tellus EVV Administrator User Guide > Scheduling > Viewing the Schedule > Calendar

View: Overview

You can switch to Calendar view by clicking the calendar icon in the upper left:

@ TELLUS _Engish (@) TELLUSDEMO [Nl Provider (@) VickiRouse ~
B schedule
lef ©
= \Visits - at e t
Find *
= work List 8 e *
@ Claim Review
Schnur Joe Kalinowski Turner Lisa Sanchez Morgado Pernicano Pernicano  Carrion Pablo  Rouse Vicki Caducio Carr Dale Reedy Tellus
) Prior Authorizations Ryan Mabel Gustavo Chris Christopher Conrado Eric.
A/ Reports
- Users
22 Recipients
B Provider
£ Settings
[ Training
5] Logout
® Copyright 2017 - 2020 Tellus LLC

The Calendar view shows all scheduled visits within a calendar period for Users or
Recipients. The Calendar view displays:

e The calendar day or week and dates appears at the top of the screen.

e The User(s) and Recipient(s) names for each scheduled visit appear on the day the
visit is scheduled and at the time it is scheduled.

e The day and date appear as column headings across the top of the schedule; times
are in the far-left column.

You can use the buttons at the top of the page to change the time period or view. See
General Navigation for Scheduler or Calendar View.
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General Navigation for Scheduler or Calendar View

You are here: Tellus EVV Administrator User Guide > Scheduling > Viewing the Schedule > General

Navigation

Buttons at the top of the page allow you to choose how the schedule displays and the
time period for which you want to see visits.

Button Description

Allows you to move backward and forward between months,

< Sep > weeks, or days Depending on the time interval selected. If you
have Month selected, only the month will display; if you have
Week selected, the date range for the week will display; if you
have Today or Day selected, a month and day will display —Sep 9,
for example. Use the arrows to move backward and forward
between months, weeks, or days.

Displays the schedule for Today. The month displayed at the top
o] of the screen changes to the date.

Displays the schedule for a specific day. The month displayed at

] the top of the screen changes to the date.

Displays the schedule for a specific Week.
m

Displays the schedule for a specific Month.

Reloads the page with the most recent schedule data.
C
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Button Description

Users/Recipients | You can filter results by clicking the Find Users * or Find Recipients
* field in the filter dialog. Filter by Users (Caregivers) and
Recipients selecting a radio button. Then, when you click the field,
you will see a pull-down menu containing a list of Users or
Recipients that can be selected. Multiple Users or Recipients can
be selected one at a time. Click the "X" to clear all selected names
from the Find Users * or Find Recipients * field.

You can add a visit directly from the Schedule page by clicking the “add visit “icon, in the
upper right.

O

Related Topic
e Adding or Scheduling a Visit
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Adding or Scheduling a Visit

You are here: Tellus EVV Administrator User Guide > Scheduling > Adding or Scheduling a Visit

You can add or schedule a visit using the Visit or Schedule option. The process for both
is the same. To add a visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click the Visits option or the Schedule option.

ZEngiish () TELLUSDEMO  [E3]| Provider v @) Vicki Rouse v

Visits ° I

Today v Visit Status -

Search User

Claim Review

Search Recipients

(Y  Prior Authorizations
~

Payer
Reports
&% Users Visit ID
22 Recipients
Visit to Claim Status
B  Provider
P =1
Scheduled Scheduled
- e e . . 5 ActalStart Acwal End e A visit 1o Claim
& Training visitio User/Caregiver  Recipients prcedueCotes St N . ACWAEN  wiststws Vit Status Detal Payer el Actions
s9122TT
3] Logout
2/3/20,1:00  2/3/20, 3:45
1690168978 DaleCarr  John Ghung 5120 AM - Missed - AETN
Ti019

® Copyright 2017 - 2020 Tellus LLC

httpss/ew-dashboard Atellus.n

3. Click the “add visit” icon (plus sign) at the top of the page.

When the Add Visit page opens, complete the information following the numbered
steps on the screen. Instructions follow in Adding a Visit: Entries.

5. Click Save when you finish making your entries.
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Adding a Visit: Entries

You are here: Tellus EVV Administrator User Guide > Scheduling >Adding or Scheduling a Visit > Adding a

Visit: Entries

Select Recipients

Visits > Add new visit

Select Recipient *
Select Recipients ; Alexis Ramirez  medicald id: 32514, date of birth:11/26/1981) €

Select Payer *

FLORIDA MEDICAID (AHCA) © -

Select Additional Recipients

Name Member 1D Medicaid ID Diagnosis Codes Referring Physician

Alexis Ramirez - 32514 AD0O @ - a .
Autherizations

/'  Edit Diagnosis Codes
i ~~, Select Caregiver *

Select Caregiver . .
k +  Add Referring Physician

1. Make the following entries and selections:

— Select Recipient: Use the dropdown list to select the person who will receive the
service.

— Select Payer: This field populates automatically with the Payer associated with
the Recipient. You can select additional Payers from the dropdown list or delete
the existing Payer (click “x” next to the payer name) and select a new one.

— Select Additional Recipients: You can select additional Recipients, for example, if
the visit is for siblings, a group of children or spouses that you are seeing at the
same time.

Note: Not all agencies are authorized to provide services to groups.
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2. Click the submenu (vertical dots) and select Authorizations to check to see whether
the service (diagnosis code) has been approved. The visit can be scheduled even if it
is not. Click OK to close the window

Check authorizations

Authorization
Full Name Service From Date To Date Nurriber

Eric Reedy80 $§5125 4/18/20 5/31/20 654321

Eric Reedy80 $5125 5/1/20 7/31/20 ABC123456

3. Click the submenu (vertical dots) and select Edit Diagnosis Codes to add or change

codes. Depending on your Payer and your program, diagnosis codes may not be
required.

When you click the field to enter a code, a list of available codes displays; select the
one you need. To delete a code, simply click the “x” next to it.

Edit Diagnosis Codes for Aaron Smith

Enter Diagnosis Code

AD101T )

Cholera due to Vibrio cholerae 01, biovar cholerae (A0D00)
Cholera due to Vibrio cholerae 01, biovar eltor (A001)
Cholera, unspecified (A009)

Typhoid fever, unspecified (A0100)

Typhoid fever with heart involvement (A0102)

4. If your agency requires a Referring Physician, click the submenu (vertical dots) and
then select Add Referring Physician. Click the field and make a selection from the
dropdown list; then click Save.
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Add Referring Physician for Alexis Ramirez

Current List of Referring physicians are related to TELLUSDEMO provider and this recipient

SAVE CANCEL

Select Caregiver

Select Garegiver *

Select Caregiver ;
PRODTESTGEORGIE PRODTESTPINK m

Madison Durand

Select Services :; Gregoria Pinkley
robert moser

peter simmon

Click the Select Caregiver field to make a selection from the dropdown list.

Select Services

Select Services
| 3 55150 (Unskilled respite care /15m) -

59123 (Nursing care in home rn) Select Modifiers -
D T1003 (Lpn/lvn services up to 15min) Select Modifiers -
$9124 (Nursing care, in the home; b) Select Modifiers -

T1021 (Hh aide or en aide per visit)
Meal prep

Select Modifiers -

5130 (Homaker service nos per 15m)
Laundry
[ light house keeping -
Meal Assistance 2

[] Meal prep
[] companion

D T1030 (Rn home care per diem) Select Modifiers -
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1. Services associated with the diagnosis code display here. Check the ones required
for this visit.

If a service has multiple tasks, they are all checked when you check the service. You
can uncheck any tasks that are not needed for this visit.

2. Select a modifier, if needed.

Select Visit Locations

Select Start Address .
Select Visit Locations 800 FAIRWAY DRIVE Y Add Start Address
Select Address Type -
i ouean o
'Sen((
] Sabel Dr Orchid Ct
§ g
2 E Poinsetia by &
Tidewater Estates @ 7 i | i
1 i § QSHL Pharma
§ c 22 Iglesia de la Alabanza 9
z S LS
H H : I f Bennett Marine Q) $)
RooRaRty s 2 ‘35\ Titan America 9
IW 5th St NW 5th St = g Q?‘.
Bahamas Paradise
I List Industries Q Criige ine o +
§ | Pine Tree Apartments
2 Z P4
S s 4 -
Google z °Gema\re Distributors
g 3 Map data ©2019  Terms of Use
Select End Address *
800 FAIRWAY DRIVE - Add End Address
Select Address Type -

1. Select Start Address and Select End Address: Both fields are populated by the
Recipient’s primary address.

If either address is different, click Add Start Address or Add End Address make a
new entry.

Note: If you make an Add Start Address or Add End Address entry, it will not be saved in
the Recipient record. To add an address, see Entering a Recipient Address.

2. (OPTIONAL) Select Address Type: Use the dropdown list to select an address type,
such as residence. This simply helps the Caregiver identify the location.
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Select Date and Time

Choose Start Date * Choose Start Time *

Select Date And Time ~~ 09/20/2019 B 11:25 AM ®
5

Duration hours * Duration minutes *

2 - 30 -

1. Choose Start Date defaults to today’s date. Make a new selection by clicking the
calendar icon to the right of the field.

2. Choose Start Time defaults to the time when you began creating the visit. Make a
new selection by clicking the clock icon to the right of the field.

3. Duration hours allows you to select the number of hours the service requires from
the dropdown list. If the service requires less than an hour, make a selection in the
Duration minutes field only.

4. Duration minutes allows you to select the number of minutes the service requires
from the dropdown list.

Select Visit Recurrence

Select Visit Recurrence (': M Repeat?
(

peat
Daily - 1 -

Enter occurrence:

" Occurrences 1

Enter Ends Date

On Date 09/20/201¢

1. Repeat? If this will be a recurring visit, click the Repeat slider to slide it to the right
(on). Additional fields will be activated.

2. Repeat: Use the dropdown list to select the interval at which the visit will repeat,
such as daily or weekly.

3. Repeat Every: Use the dropdown list to select the number of visits. For example, if
you selected ‘week’ above and select 2 in this field, the visit will be scheduled every
two weeks.

4. Occurrences: This field toggles on by default and you will enter the number of visits
that should be scheduled below.
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o Enter Occurrence: If this is a repeating visit, enter the total number of visits
allowed.

e On Date: If the visits should repeat until a certain date, click this slider to move it
to the right (on position). Occurrences is automatically turned off.

o Enter Ends Date: Enter the date of the last visit.

Note: You must choose either Occurrences or On Date; you cannot choose both.

Note: Be sure to click Save when your entries are complete.

Related Topic
e Viewing the Schedule
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Managing Users

You are here: Tellus EVV Administrator User Guide > Managing Users

Click a topic below:

Viewing Users

Changing the Number of Users Displayed per Page

Searching for a Specific User

Viewing User Detail

Adding a New User

Inviting an Existing User to your Agency

Importing a Group of New Users

Completing the New User Spreadsheet

Importing the New User Spreadsheet

Sending a Message to a User

Resetting User Passwords

Unlinking and Removing Users from Tellus EVV and Reassigning Tasks

Updating User Detail

Editing User Roles
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Viewing Users

You are here: Tellus EVV Administrator User Guide > Managing Users > Viewing Users

In this topic you will find instructions for:

e Viewing Users

e Changing the Number of Users Displayed per Page

e Searching for a Specific User
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You are here: Tellus EVV Administrator User Guide > Managing Users > Viewing Users > Viewing Users

To view users:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click the Users option to see the Users page.

_= Englsh @ TELLUSDEMO || Provider v evuu Rouse v

B3 Dashboard Users
(5) Schedule
= Visits

! mdurandt
= Work List

! Monk567
@ Claim Review

m
(5 Prior Authorizations

o e

n -
52, VRNt

! austinf
B Provider

n -
£ Settings

! Maria123
[3] Training

e -
5] Logout

Madison

Monica

Robert

Jose

Frsa

peter

Austin

Abigail

Maria

Dran

Tenisha

Connie

Durand 9547985739 mdurand@student cca
Burch - tester1234@mailr24 com
Moser 1254569632 1_mose@gmail com
Gonzalez 9548687878 jose gonzalez@dtellus

d 2342342342 ded@dmailpro net
simmon 3214698525 psimmon@yahoo.com
Fuller 5 austin fuller@4tellus com
Ghosta 9545551230 AbbyGhosti@ftest com
Testeing 5615554655 yoho123@123 com

Sys 4423423235

Rikku 5615555555

Navarrete 9547552500 connie navarrete@dtell

© Copyright 2017 - 2020 Tellus LLC

Garegiver

Admin

Caregiver

GCaregrer

Caregwer

Admin

Admin

Admin

Admin

Admin

Caregiver

Admin

i

Caregiver

Q C & +

The Users page opens and displays the following information for all Users.

— Profile picture
— First name

— Last name

— Phone

— Email

— Role

— Invite Status

— A submenu (vertical dots) that offers several options:

o Send message to User.

o Reset User password.

o Unlink User (delete User and reassign their tasks)
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o Details (view or update User details)

o Edit User Roles

80



@) TELLUS

Changing the Number of Users Displayed per Page

You are here: Tellus EVV Administrator User Guide > Managing Users > Viewing Users > Changing the

Number of Users Displayed per Page

To change the number of Users that appear on each page:

Expand the Main Menu. (See Viewing the Main Menu for more information).

N

Click the Users option to see the Users page.

w

Scroll to the bottom of the page.

B

Click the Items per page dropdown arrow and make a selection: 20, 50, 100 or 200
Users per page. The Users as well as the counter at the bottom of your screen are
updated to reflect the range of records presented (for example, 1-20 of 74 records).

@ TELLUS =Engish @ TELLUSDEMO ]| Provider v @ Vicki Rouse v
Maria123 Mana Testeing 5615954655 yoho123@123.com Admin Accepted H -
B3 Dashboard
(¥ Schedul , fred Drain Sys 4423423235 . Adkmin Aecepied
chedule

R ! tenisha Tenisha Rikku 5615555555 - Garegiver Accepted

- isi

— ok Lt ! cravarets Connie Navarrete 9547552500 connie navarrete@tsl. | Admin Accepted

o Claim Review , usrivero Stephanie Rivero 1111111 stephanie riverogdtell Admin Accepted

£ Prior Authorizations , geofip Geoff Perkins 6317025233 geoff perkins@4tellus ¢ | Caregver | Admin | Accepted
Caregiver Admin

A~ Reports , Bodam Brian Odom THE2780850 brian odom@4tellus.com Acczpted
Monitor

2% Users

, uereedy Efic Reedy 5614003450 eric reedy(ooomcastngl | Amin | Caregver | Accepted

22 Recipients
Monitor Admin

B Provider ! clemp Chris Temg 1555555 h.net Accepled
Caregiver

£ Setings ! meashin Michele Cashin michel Coregver  Admin  Accepled

[z Training , sternandez90 Sergio Femandez 8142088890 stemendezio0@omall... Admin  Caregver  Accepted

8 Logout , Sean Sean Dow 5641254856 al419@2p-majas

® Copyright 2017 - 2020 Tellus LLC

5. If the number of Users exceeds the space available on your screen, scroll to the
bottom of the list. You can then click the left and right arrows at the bottom of the
page to view additional Users.
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Searching for a Specific User

You are here: Tellus EVV Administrator User Guide > Managing Users > Viewing Users > Searching for a

Specific User

To search for a specific User:

Expand the Main Menu. (See Viewing the Main Menu for more information).

N

Click the Users option to see the Users page.

w

Click the magnifying glass icon.

B

Enter all or part of a Username, first or last name, or all or part of an email address in
the Search User field that displays and press Enter.

= OTELLUS =English @ TELLUSDFMO ]| Provider v @ Vicki Rouse v
— o _ o +
() Schedule - - - B
Avata Usemame User First Name User Last Name User Pnone Numer User Ema ol invie status
= Visits
! mdurend1 Madison Durend 9547985739 mdurend@studentcca... | Caregiver Accepted
= Work List
! Monks67 Monica Burch - tester1234@mailr24 com  Admin Accepted
© Claim Review
! moser Robert Moser 1254569632 1_mose@gmail com Caregver  Admin  Accepted
() Prior Authorizations
, uigonzalez Josa Gonzalez 9548887878 jose gonzalez@4tellus . | Caregwer  Admin | Accepled
A Reports
, liton Frsa d 2342342342 ded@dmailpro net Caregwer Accepted
&% Users
! psimmon peter simmon 3214698525 psimmon@yahoo.com | Admin | Caregiver | Accepied
22 Recipients
! austint Austin Fuller austin fuller@atellus com  Admin Caregiver | Accepted
B Provider
! Aghosta Abigail Ghosta 9545551230 AbbyGhosti@testcom | Admin Accepted
£ Settings
, Maria123 Maria Testeing 5615554655 yoho123@123 com Admin Accepted
(3] Training
! fred Drain Sys 4423423235 - Adan Accepted
5]  Logout
, tenisha Tenisha Rikku 5615555555 : Caregiver Accepted
! cnavarrete Connie Navarrete 9547552500 connig navarrete@dtell . Admin Accepted H =
© Copyright 2017 - 2020 Tellus LLC

5. You can sort the results by clicking the title of the column for Username, User First
Name, User Last Name, Phone Number, or Email; click the same column title again
to reverse the order.
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Related Topics

Viewing User Detail

Adding a New User

Inviting an Existing User to your
Agency

Importing a Group of New Users

Sending a Message to a User
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Resetting User Passwords

Updating User Detail

Editing User Roles

Unlinking and Removing Users from
Tellus EVV and Reassigning Tasks
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All Users who have the search text in their profile as part of their Username, first
name, last name, or email address will display. For example, the search text
“doe” returns Users who have that string of characters in any of those fields in
their profile.

@ TELLUS _=Engish @ TELLUSDEMO B3] Provider B Vicki Rouse v
5% Dashboard Users Dogl X Cc & +
Schedule

a Avala Usemame User First Namé User Las! Name Usér Phone Number Usser Emmai
= Visits

! idoetest Jane Doe TEST 9545551238 ekbesimpressions@tes... Caregwer Accepted
= Work List

, Jdoe Jonn Doe 4157870776 jdoe@atellus.com Caregiver Aecepted
@ Claim Review

, 5162311457 SAM DOE 5162311457 - Caregiver Acceped
(9  Prior Authorizations

, jondoe johnathan doe 3057272777 johndoaer(@d com Garegiver Accepted
A Reports

! doej jonathan doa 30STTFTTTT dosj@4tellus com Caregiver Accepted
&% Users

e 0~
22 Recipients
B Provider
£ Settings
[&] Training
5] Logout
© Copyright 2017 - 2020 Tellus LLC

6. Click “X” to clear the search field and view all Users.

Related Topics:

e Adding a New User e Resetting User Passwords

e Inviting an Existing User to your e Unlinking and Removing Users from
Agency Tellus EVV and Reassigning Tasks

e Importing a Group of New Users e Updating User Detail

e Sending a Message to a User e Editing User Roles
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Viewing User Detail

You are here: Tellus EVV Administrator User Guide > Managing Users > Viewing Users > Searching for a

User

To view detail for a specific User:
Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Users option to see the Users page.
Find the User whose detail you want to see.
Click the submenu (vertical dots).

vk W

Select Details.

@ TELLUS _SEngish @ TELLUSDEMO ||l Provider v @ Vicki Rouse v

B3 Dashboard Users Dos X C & +
(5) Schedule
Avata Usermame User First Name User Last Name User Phone Nurber User Erras
= Visits
, idoetest Jane Doe TEST 9545551238 ekbestimpressions(ltes. . Caregiver Accepted
= Work List
Jdoe John Doe 4157870775 doe@4tellus com Caregwer
! et Send Message to User
@ Claim Review
! 5162311457 SAM DOE 5162311457 - Caregiver ﬁ Reset User Password
) Prior Authorizations
, jondoe johnathan doe 3057272777 johndoaer@4 com Caregrver .
A Reports
, doej jonathan doa 305T77ITTT dosj@atallus com Garegwer ® Deis
an  Users
femsperpage 20 v 7 i User Roles
22 Recipients
B Provider
£ Settings
Users > User Details
[x] Training
5] Logout
John Doe o
Caregiver
https/evw-dashboard Atellus: i 283243-¢000-4796-90e3
Mobile Phone Number: 4157870776 Address Line 1:
Email: jdco@Atelius com Address Line 2:
Username: Jdoe City:
IVR Pin: 3946019 State:
Date of birth: - Zip Code:
Employee ID: . Caregiver Type:
Employee Start Date: R Rendering Provider ID:

Employee End Date:

SSN (Last 4):

© Copyright 2017 - 2020 Tellus LLC
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e Viewing Users o Resetting User Passwords

Related Topics:

e Adding a New User o Unlinking and Removing Users from
Tellus EVV and Reassignhing Tasks

e Inviting an Existing User to your

Agency e Updating User Detail
e Importing a Group of New Users o Editing User Roles

e Sending a Message to a User
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Adding a New User

You are here: Tellus EVV Administrator User Guide > Managing Users > Adding a New User

Note: Users can self-register using the mobile app. If they have self-registered, you can
invite them to your agency; if they have not you can add them following the instructions
below.

When you add a User to Tellus EVV, you are “inviting” them to join your provider
agency. Users can be administrators, Caregivers, or Users who have view only privileges
(they should be able to view but not edit information using the Administrator Console).
There are two ways to add Users: you can add individual Users, or you can import a
group of Users.

To add an individual new User, follow the steps below.
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click the Users option to see the Users page.

3. Click the “Add User” icon (plus sign) in the upper right corner of the screen to open
the Invite user to provider dialog box.

@ TELLUS _ZEngish @ TELLUSDEMO || Provider v @ Vicki Rouse v
5% Dashboard Users Q C ‘
(5) Schedule N . o oz a2
Avata Usermam Lser First Name User Last Name User Pane Nurrbe User Ema ivle Status
= Visits
! mdurandt Madison Durand 9547985739 mdurand@student cca. . | Caregiver Accepied
= Work List
, Monks67 Monica Burch - tester1234@mailr24.com | Admin Accepted
© Claim Review
! rmoser Robert Moser 1254569632 r_mose@gmail.com Caregiver  Admin Accepted
(Y Prior Authorizations
! uigonzalez Jose Gonzalez 9548067878 jose gonzalez@dtellus  Garegver  Admin  Accepted
A Reports
! liton Frsa d 2342342342 ded@dmailpro net Caregver Accepted
a5 Users ul
22 Recipients Invite user to provider x
, austint Austin
B Provider Search on full matching emall and complete phone number
! Aghosta Abigail
£ Settings
! Maria123 Maria
[ Taining
e s
5] Logout
, tenisha Tenisha Rikku 5615555555 E Caregiver Accepted
! cnavarrete Connie Navarrete 9547552500 connie navarrete@4tell. . Admin Accepted

© Copyright 2017 - 2020 Tellus LLC

4. You must search for an existing User, even if you know the User is not in the system,
and invite them to join your organization. To do so enter a User email address or
phone number.
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5. Click Search.

If the User already exists in the system, the list of Users who match the email
address or phone number you entered will appear on the screen.

Note: Do not create a duplicate account for the User if it already exists in the system. See
Inviting an Existing User to your Agency to learn how.

Invite user to provider X

n Users found based on the Search parameters
Choose user for sending an Invite

Search on full matching email and complete phone number

Search
Avatar User First Name User Last Name User Phone Number User Email Invite Status
, Do Not Use Do Not Use 15555556 DoNo™*@**hoo.com

Items per page: § - 1-10f1

Change Search Criteria

6. If the User does not exist in the system, click Invite a Different User to open the
Invite User to Provider page where you can enter User details.

Invite user to provider X

No user can be found

Search
First Name * Last Name *
Username * Phone Number
Email IVR Pin*
Caregiver Type * ~ Recipient Date Of Birth a] <

7. Make the following required entries:

e First name: Enter the new User’s first name.
e Last name: Enter the new User’s last name.
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e Username: Enter the new User’s preferred Username. This is Username that
will be used to log into Tellus EVV.

e Mobile Phone Number (required if you do not enter an Email address): Enter
the new User’s phone number. This can also be used for notification and
password reset purposes. Only numeric characters can be entered; i.e., 0-9. It
is not necessary to add parentheses or hyphens; the phone number is
formatted automatically as numbers are entered.

e Email (required if you do not enter Mobile Phone Number): Enter the new
User’s valid email address. This can be used for notification and password
reset purposes.

e Caregiver Type: If you are setting up a Caregiver, select the type of Caregiver
they are. Use the dropdown list to see available types; you can select only
one.

e Rendering Provider ID: If you are setting up a Caregiver, enter the 9-digit
Medicaid ID for the Caregiver. You must enter a Rendering Provider ID or you
will need to enter it for every visit you schedule for this Caregiver.

e Roles: Use the dropdown list to see available roles and then check one or
more of the following:

o Admin — This role allows the User to view and edit information in the
Administrator Console. There is no need to select any other role;
Administrators have access to everything in the system.

o Billing — This role allows the User to access Claims functions only:
Visits, Work List, Claim Review, and Prior Authorizations. This role can
be combined with any other role, except Monitor.

o Caregiver — This role allows the User to view only the information and
schedules for the Recipients for whom they provide care. If a User is
assigned the Caregiver only, that User will only have access to
information on their EVV mobile app; they will not have access to the
Administrator Console.

o Monitor — This role allows the User to only view information. Users
assigned the Monitor role cannot make any changes using the
Administrator Console. This role can be combined with Caregiver only.

8. Complete other fields if you know the information; you can always come back and
Edit User Details.

9. Click Invite New User to add the new User.

The User information will be saved, and you will return to the Users page.

An email will be sent to the User to join Tellus EVV system. The user will have 36
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hours to activate the invite before expiring.

If you do not want to add the User at this time, click Cancel to return to the Users
page. The new User information will not be saved.

Related Topics:

e Viewing Users o Resetting User Passwords

e Viewing User Detail e Unlinking and Removing Users from
Tellus EVV and Reassigning Tasks

e Inviting an Existing User to your

Agency e Updating User Detail
e Importing a Group of New Users e Editing User Roles

e Sending a Message to a User
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Inviting an Existing User to your Agency

You are here: Tellus EVV Administrator User Guide > Managing Users > Inviting an Existing User to your
Agency

Note: Users can self-register using the mobile app. If they have not you can add them
following the instructions below.

If a user works for more than one agency and that User already exists in Tellus EVV, you
can “invite” them to join your agency.

To invite an existing User to your agency, follow the steps below.

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click the Users option to see the Users page.

3. Click the “Add User” icon (+) in the upper right corner of the screen to open the
Invite user to provider dialog box.

@ TELLUS _=Engish @ TELLUSDEMO |l Provider v (@) Vicki Rouse v
8% Dashboard Users Q C ‘
(5) Schedule Y
= Visits
, mdurand Madison Durand 9547985739 mdurand@student cca... | Caregwer Accepted
= Work List
! Monks67 Monica Burch - tester1234@mailr24.com | Admin Accepted
© Claim Review
! moser Robert Moser 1254569632 1_mose@gmail.com Caregver  Admin  Accepted
(Y Prior Authorizations
, uigonzalez Jose Gonzalez 9548867678 jose gonzalez@dtellus | Garegwer | Admin | Accepted
A Reports
! liton Frsa d 2342342342 ded@dmailpro net Careguer Accepted
&% Users |
e -
22 Recipients Invite user to provider X
! austinf Austin
B Provider Search on full matching emall and complete phone number
! Aghosta Abigail
£ Settings
! Maria123 Maria
£s], kg
! fred Drain
5]  Logout
! tenishe Tenisha Rikku 5615555555 E Caregiver Accepied
, cnavarrete Connie Navarrete 9547552500 connie navarrete@dtell. . Admin Accepted H -
© Copyright 2017 - 2020 Tellus LLC

4. You must search for an existing User, even if you know the User is not in the system,
and invite them to join your organization. To do so enter a User email address or
phone number.

5. Click Search.

If the User already exists in the system, the list of Users who match the email
address or phone number you entered will appear on the screen.
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Note: Do not create a duplicate account for the User if it already exists in the system.

Invite user to provider

o Users found based on the Search parameters
Choose user for sending an Invite.

Sear

matching email and complete phone number

Avatar User First Name User Last Name User Phone Number
, Do Not Use Do Not Use 155555™""56

ltems per page: 5

‘Change Search Criteria

DoNo™@"

1-10f1

Invite a Different User

00.COM Invite User

.

6. Click Invite User.

An email will be sent to the User to join your agency. The user will have 36 hours to

accept the invitation before it expires.

Related Topics:

e Viewing Users

e Viewing User Detail

e Adding a New User

e Importing a Group of New Users

e Sending a Message to a User
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Unlinking and Removing Users from
Tellus EVV and Reassighing Tasks

Updating User Detail

Editing User Roles
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Importing a Group of New Users

You are here: Tellus EVV Administrator User Guide > Managing Users > Importing a Group of New Users

When you received the email with your logon credentials during the onboarding process
for Tellus EVV, you should have received the Tellus EVV User Upload Template
spreadsheet and the Tellus EVV Users Upload Instructions. You can use the spreadsheet
to import a group of Users into Tellus EVV. To do so you will complete and import the
spreadsheet; instructions follow.
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Completing the New User Spreadsheet

You are here: Tellus EVV Administrator User Guide > Managing Users > Importing a Group of New Users

> Completing the New User Spreadsheet

When you open the spreadsheet, you will see that Line 2 is an example of how your
entries should look; delete the example or type over the example entries following the
instructions in Tellus EVV Users Upload Instructions.

Note: Commas are never allowed, even in fields that allow special characters.

Note: When you save the spreadsheet, you may want to rename it so you keep the
original template for future use.

Note: The spreadsheet is formatted as a .csv (comma separated values) file. Do not
change the format when saving.
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oo @ o TellusEvwUsersUploadTemplate_Upload - Excel [l [Ea] —

Insert Page Layout Formulas Data Review View Developer Help Acrobat Q Tell me

.n.D X A = % [fZ, Conditional Formatting - il Jo) o
Paste B - Font Alignment | Number L_‘,*Format as Table - Cells Editing | Share This Webex
.o = = = [ Cell Styles ~ = = File - -

Clipboard = Styles Webex ~

Al - f FirstName “
A | B | C | D | E | F | G | H | | | J | K [ |~

1 FirstNamelLastname UserMame Email PhoneMun lvrPIN Medicaidll UserRole UserStatu: CaregiverType

2:Test User TestUserl testuser@ 5.56E+09 5269874 M3412234 CARE Active RNS

3_

4_

5_

6_

7_

8_

9_

10

11|

12

13

14

15

16

17 -

TellusEvvUsersUploadTemplate_Up | @ Pl »
= M - 1 + 100%

Importing the New User Spreadsheet

You are here: Tellus EVV Administrator User Guide > Managing Users > Importing a Group of New Users

> Importing the New User Spreadsheet

To import the spreadsheet:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click the Users option to see the Users page

3. Click the “cloud” icon in the upper right corner of the page.
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@ TELLUS _SEnglsh @ TELLUSDEMO || Provider v @ Vicki Rouse v

Dashboard Users Q [ |
(5) Schedule . N ‘
Avata Name ast Name Role
= Visits
! mdurandt Madison Durand 9547985739 mdurand@student cca. . | Caregiver Accepted
Work List ¥
! Monks67 Monica Burch n tester1234@maili24.com | Admin Accepted H
@ Ciaim Review
, rmoser Robert Moser 1254569632 1_mose@gmail com Caregiver  Admin  Accepted 3 ‘
(¥ Prior Authorizations
! ujgonzalez Jose Gonzalez 9548887878 jose gonzalez@dtellus Caregiver Admin Accepted H ‘
A Reports
! liton Frsa d 2342342342 ded@dmailpro net Careguer Accepted H
Users ‘
! psimmon peter simmon 3214698525 psmmon@yahoo.com | Admin | Caregver | Accepied H |
22 Reciplents
, austint Austin Fuller R austin fuller@dtellus com  Admin Caregiver Accepied H
B Provider
! Aghosta Abigail Ghosta 9545551230 AbbyGhosti@testcom | Admin Accepted
£ Settings
! Maria123 Maria Testeing 5615554655 yoho123@123 com Admin Accepted
(3 Training
! fred Drain Sys 4423423235 - Admin Accepted
5] Logout
, tenisha Tenisha Rikku 5615555555 = Caregiver Accepted H
, cnavarete Connie Navarrete 9547552500 connie navarrete@dtell. . Admin Accepted -
© Copyright 2017 - 2020 Tellus LLC
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4. Find and select the file you want to upload.

€ open %

1T « Documentation_Admin » User Guide > Managing Users v D Search Managing Users P

Organize ~ New folder = I @
Il Desktop A" Name
¥ Downloads
& Pictures »
Documents o

Getting Started

Date modified Type Size

@ TellusEvwUsersUploadTemplate_20190815  9/11/2019 1:16 PM Microsoft Excel Co... 1
@ TellusEvvUsersUploadTemplate_Upload 9/16/2019 9:07 AM Microsoft Excel Co... 1

Managing Recip
Managing Users

User Guide
33 Dropbox
@ OneDrive

= This PC
v <

File name: | TellusEvvUsersUploadTemplate_Upload

5. Click Open.

If there are errors in the spreadsheet a window like the one below will give you

information about where the error occurred and how to correct it. Click OK to close
the error window.

o Import Error

Value at line #1, column #10 is not valid. CaregiverType is a mandatory field. RBT (Registered Behavior Technician), HHA (Home Health Aide), RNS (Registered Nurse),
ABA (Assistant Behavior Analyst), LA (Lead Analyst), CNA (Certified Nursing Assistant), LPN (Licensed Practical Nurse), RNS (Registered Nurse), OTHR (Other)

If your import is successful, a message will display at the bottom of the User
page.
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—=English @Y TELLUSDEMO Bl Provider v @ vicki Rouse v

= @ TELLUS

B3 Dashboard Users
(5] schedule

Avatar Username
= Visits

, PRODTESTGEORGIE
= Work List

! Aghosta
© Claim Review

, Marla123
(5] Prior Authorizations
A~/ Reports

! jdoetest
&% Users

! testacct01
&2 Recipients

0 e
E Provider

e -
£ Settings

! jrocket
[x] Training

, aabbyapp

Logout -

=
ﬂ P Type here to search

Related Topics:

e Viewing Users

e Viewing User Detail

e Adding a New User

e Inviting an Existing User to your
Agency

e Sending a Message to a User

User First Name User Last Name

PRODTESTGEORGIE PRODTESTPINK
Abigail Ghosta

Maria Testeing

Test User

Jane Doe TEST
Testing Account

Ariel Card

Test Husband
Jhonny rocket

Aabby Apple

98
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test x N

User Phone Number  User Email Role Invite
7344768989 georgleusertestprod . Caregiver Accepted
9545551230 AbbyGhosti@test.c... Admin Accepied
5615554655 yoho123@123.com Admin Accepted
.. Caregiver Accepted
9545551238 ekbestimpressions... ~ Caregiver Accepted
on.. Caregiver Accepted
9542221239 ArielCard@test.com  Caregiver Accepled
tara@edgy.co Caregiver Accepted
7875644545 test]@4tellus.com Caregiver Accepted
7545551598 aabbey@test.com Caregiver Accepted

Resetting User Passwords

Unlinking and Removing Users from
Tellus EVV and Reassigning Tasks

Updating User Detail

Editing User Roles
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Sending a Message to a User

You are here: Tellus EVV Administrator User Guide > Managing Users > Sending a Message to a User

You can send a message to a User from the Users page.
Expand the Main Menu. (See Viewing the Main Menu for more information).

™~

Click the Users option to see the Users page.

w

Find the User you want to send the message to.

B

Click the submenu icon (vertical dots) on the far right for the User you want to send
the message to.

5. Select Send Message.

= @ TELLUS SEngih @ TELUSOEMO N Povderv  @VikiRouss v
88 Dashboard Users Doe X cC o +
(5 schedule

Avata Usemame User First Name User Last Name User Phone Numoer Userema Roie e Status
= Visits

, idoetest Jane Doe TEST 9545551238 ekbestimpressions@les... Caregiver
= Work List

, Jdoe Jonn Doe 4157870776 jdoe@dtellus com Garegiver
© Claim Review

! 5162311457 SAM DOE 5162311457 Caregiver
() Prior Authorizations

! jondoe jonnathan doa 3057272777 jehndoaer@4.com Caregiver & Unlink User
~/  Reports

, doej jonathan doe 3057777777 doej@étellus.com Caregiver ® Deuis
- Users

msperpage 20~ /' Edit User Roles 1
22 Recipients
B Provider
43 Settings
[ Training
5] Logout
© Copyright 2017 - 2020 Tellus LLC

6. On the Send Message to User page, enter your message text and then click Send
Message to User.

Send Message to User: John Doe

Add Message for User

Send Message to User Cancel
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The message will be sent to the User, and you will return to the Users page.

If you click Cancel on the Send Message to User page, you will to return to the
Users page and the message will not be sent.

Note: Users assigned the role Caregiver, will receive messages on their mobile

app.

Related Topics:

Viewing Users

Viewing User Detail

Adding a New User

Inviting an Existing User to your
Agency

Importing a Group of New Users
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Tellus EVV and Reassigning Tasks

Updating User Detail

Editing User Roles
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Resetting User Passwords

You are here: Tellus EVV Administrator User Guide > Managing Users > Resetting User Passwords

You can reset a User’s password from the Users page. To do so:

HwN

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Users option to see the Users page.
Find the User whose password you want to reset.

Click the submenu icon (vertical dots) to see a list of actions that can be performed
for a User.

Select Reset password.

= @ TELLUS =Engish @ TELLUSDEMO Il Provider v 1 Vicki Rouse v
B3 Dashboard Users. Doe X cC & +
(¥ schedule

Avata Usemas st t Nar Jser Last N e Ie2r 3 e e Sta
= Visits

! Jdostest Jane Doe TEST 9545551238 ekbestmpressions@les  Careaner Accepted H
= Work List

! Jdos John Doe 4157870776 jdoa@dtelius com Caregiver - -
© Claim Review

! 5162311457 SAM DOE 5182311457 8 ResetUser Password
(¥  Prior Authorizations

! jondoe johnathan doe 3057272777 johndoacrfiid co a
A~ Reports

! dogj jonathan doe 308TTFIITT dogj@4te/fisicom Caregiver ® Detals
&% Users

liems per page. 20~ /' EditUser Roles 1

Recipients

B

Provider

Settings

B &+ m

Training

o Reset Password

]

Logout

Are You sure you want to reset password for user "Test2 User2"?
® Copyright 2017

Reset User Password Cancel

When the Reset password pop-up opens click Reset Password. The User will receive
an email with a temporary password. The next time the User attempts to login, they
will be prompted to enter a new password.

If you do not want to reset the password, click Cancel to exit the pop-up.
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e Viewing Users e Sending a Message to a User

Related Topics:

e Viewing User Detail o Unlinking and Removing Users from
Tellus EVV and Reassignhing Tasks

e Adding a New User

e Updating User Detail

e |nviting an Existing User to your
Agency e Editing User Roles

e Importing a Group of New Users
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Unlinking and Removing Users from Tellus EVV and Reassigning Tasks

You are here: Tellus EVV Administrator User Guide > Managing Users > Unlinking and Removing Users
from Tellus EVV and Reassigning Tasks

When you unlink a User, you are removing them from the Tellus system. If the User you
are unlinking/removing is a Caregiver, you will also reassign the User’s tasks to another
User during this process.

Note: Administrators cannot unlink/remove themselves; removing a User with the role
Admin must be done by a different Administrator.

To unlink a User and reassign their tasks to another User.

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click the Users option to see the Users page.

3. If your agency has multiple locations, click your agency name in the banner and
select the correct location.

o om—
= @ TELLUS SEngiish @ TELLUS-782 E3JUSTIN LOPEZ v

%5 Dashboard Users

5]  Schedule Avatar UserFirsthame  UserLasth e User Phone Number User Email Fole Imite Status

4. Find the User you want to unlink and remove.

5. For the User you want to unlink and remove, click the submenu icon (vertical dots)
to see a list of actions that can be performed.

6. Select Unlink User.
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@ TELLUS English (@) TELLUSDEMO ||| Provider v @ Vicki Rouse v
B3 Dashboard Users Doe X CcC O +
Schedule

8 scheau Avatar v User First Name User Last User Phone Numb u e Stat
= Visits

, jdoetest Jane Doe TEST Caregiver Accepted
= Work List

Jd Joh D 4157870776 jdoe@4tellus. Caregi

! 2 " o Ko i con ol Send Message to User
@ Claim Review

, 5162311457 SAM DOE 5162311457 - Caregiver a Bace o Password
(5 Prior Authorizations

! Jondoe Johnathan doe 3057272777 Johndoser@4.com Caregiver
A Reports

! dogj jonathan doe 3057777777 doej@dtellus.com Caregiver »
&% Users E

perpg= 20~ EditUser Roles
22 Recipients
B Provider
£ Settings
[@ Training
5] Logout
© Copyright 2017 - 2020 Tellus LLC

When the Send Message to User dialog opens, enter all or part of a Username or
email address to find the User who the unlinked User’s tasks should be reassigned
to.

Send Message to User: John Doe

0 Info

Choose user for reassigning tasks of user that you want to unlink

Search to user for reassign tasks

SAM DOE

Reassign Tasks and Unlink User Cancel

8. Click Reassign Tasks and Unlink User. That User will be unlinked and removed from

the system.

To exit the popup without unlinking the User, click Cancel.

Related Topics:
e Viewing Users e Importing a Group of New Users
e Viewing User Detail e Sending a Message to a User
e Adding a New User e Resetting User Passwords
e Inviting an Existing User to your e Updating User Detail
Agency

e Editing User Roles
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Updating User Detail

You are here: Tellus EVV Administrator User Guide > Managing Users > Updating User Detail

You can update User from the Users page.

Note: If the User works for more than one agency, they are the only person who can edit
their profile and can do so through the Tellus EVV Mobile app. The Profile option can be
found on the Main Menu on the app.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Users option to see the Users page.
Find the User you want to update.

P w e

Click the submenu icon (vertical dots) to see a list of actions that can be performed
for a User.

5. Select Detail.

@ TELLUS =Engish @ TELLUSDEMO NIl Provider v (@ Vicki Rouse v

5% Dashboard Users Doe X C o +
(5) schedule

Avata Usem: User First Ne User Phy e Iser At
= Visits

! Jdostest Jane Doe TEST 9545561238 ekbestimpressions@les... Caregwer Accepted
= Work List

Jdos Jonn Do 4157870776 cos@4tellus com Caregiver

! i = Send Message to User

© cClaim Review
162311457 SAM 162311457 -

! s PO e = B  Reset User Password
() Prior Authorizations

, jondoa johnathan doa 3057272777 johndoaerg@4 com Caregwver oo
A Reports

! dogj jonathan doe 305TTPTTTT doej@4tellus.com Caregiver ® Detis
&% Users

ltems perpage 20~ P oles 1
22 Recipients
B Provider
£t Settings
[ Training
5] Logout
httpsy - atellus.net/provider/ 283 796-9e£3-912c5 1hc2e78 @ Copyright 2017 - 2020 Tellus LLC

|II

6. When the User Detail screen opens, click the “pencil” icon to open the fields for

editing.
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53 Dashboard

(5) Schedule

= Visits

= Work List

© Claim Review

(5 Prior Authorizations
A Reports

&% Users

22 Reciplents
B Provider
£ Settings
(3 Training

5] Logout

Users > User Details

John D¢

Caregiver

Mobile Phone Number:
Email:

Username:

IVR Pin:

Date of birth:
Employee ID:
Employee Start Date:
Employee End Date:

SSN (Last4):

4157870776

jdoe@dtellus com

Jdoe

3946019

© Copyright 2017 - 2020 Tellus LLC

@) TELLUS

@ TELLUSDEMO

_=English

Address Line 1:
Address Line 2:
City:

State:

Zip Code:
Caregiver Type:

Rendering Provider ID:

Make entries and changes as needed. Scroll down to see additional fields.

Click Update.

Edit User

Enter First Name *
John

Enter Last Name *
Doe

Enter Phone Number
(415) 787-0776

Enter Email
jdoe@4tellus.com

Enter Caregiver Type *

Date of birth

Enter Rendering Provider ID

Enter SSN (Last 4)

Roles *

Caregiver

Employee Effective Start Date

Enter Employee ID

Employee Effective End Date

Enter Address Line 1

Enter Address Line 2

Enter City

Cancel

Enter State
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Related Topics:

Viewing Users

Viewing User Detail

Adding a New User

Inviting an Existing User to your
Agency
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Importing a Group of New Users

Sending a Message to a User

Resetting User Passwords

Editing User Roles
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Editing User Roles

You are here: Tellus EVV Administrator User Guide > Managing Users > Editing User Roles

You can edit a User’s role from the Users page.
Expand the Main Menu. (See Viewing the Main Menu for more information).

™~

Click the Users option to see the Users page.

w

OPTIONAL: Find the User whose roles you want to change.

B

Click the submenu icon (vertical dots) to see a list of actions that can be performed
for a User.

5. Select Edit User Roles.

@ TELLUS _ZEngish (@ TELLUSDEMO B Provider v B Vicki Rouse v

B3 Dashboard Users Doe X C a +
(5) Schedule

Avatar Usermame User First Name User Last Name User Phone Nurber User Erras
= Visits

, idoetest Jane Doe TEST 9545551238 ekbestimpressions(ltes. . Caregiver Accepted
= Work List

Jdoe John Doe 4157870776 doe@4tellus com Caregiver
. ! e Send Message to User

@ Claim Review

! 5162311457 SAM DOE 5162311457 - Caregiver ﬁ Reset User Password
(99  Prior Authorizations

! jondos Johnathan doe HSTT2TTT Johndazer@4 com i G Unlink User
A Reports

, doej jonathan doa 305TTTITTT dosj@atallus com Garegier spmm
- Users

ftems perpage: 20~ #  Edit User Roles I
22 Recipients
B Provider
£ Settings
[#] Training
5] Logout
® Copyright 2017 - 2020 Tellus LLC

6. When the pop-up dialog opens, use the drop-down menu to see available roles.

John Doe

Roles

Caregiver -

Save Cancel
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. Add (check) or remove (uncheck) roles that are appropriate for the User. You can
select more than one role for a User. The choices are:

(] Admin
[] siliing
Caregiver

Monitor

Admin — This role allows the User to view and edit information in the
Administrator Console. There is no need to select any other role; Administrators
have access to everything in the system.

Billing — This role allows the User to access Claims functions only: Visits, Work
List, Claim Review, and Prior Authorizations. This role can be combined with any
other role, except Monitor.

Caregiver — This role allows the User to view only the information and schedules
for the Recipients for whom they provide care. If a User is assigned the Caregiver
only, that User will only have access to information on their EVV mobile app; they
will not have access to the Administrator Console.

Monitor — This role allows the User to only view information. Users assigned the
Monitor role cannot make any changes using the Administrator Console. This role
can be combined with Caregiver only.

8.

Click Save.
The information will be saved, and you will return to the Users page.

If you do not want to change the User’s roles, click Cancel to return to the Users
page; your changes will not be saved.
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Related Topics:

e Viewing Users

e Viewing User Detail

e Adding a New User

e |nviting an Existing User to your
Agency

e Importing a Group of New Users
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Sending a Message to a User

Resetting User Passwords

Unlinking and Removing Users from
Tellus EVV and Reassignhing Tasks

Updating User Detail
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Managing Recipients

You are here: Tellus EVV Administrator User Guide > Managing Recipients

Click a topic below:

Searching for and Viewing Recipients

Viewing Recipients

Changing the Number of Recipients Displayed Per Page

Searching for a Specific Recipient

Adding a New Recipient

Adding a Recipient: Entries

Adding Recipient Information

Entering Emergency Contact Information

Entering a Recipient Address

Entering Payer Subscription Information

Importing a Group of New Recipients

Completing the Spreadsheet

Importing the Spreadsheet

Editing a Recipient

Updating General Recipient Information

Updating Addresses

Updating an Address
Adding a New Address

Setting an Address as Primary

Deleting an Address

Updating Payer Subscriptions

Adding a New Pavyer

Deleting a Payer

Entering Notes

Entering a Referring Physician
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Uploading Documents for a Recipient

Managing Uploaded Document

Deactivating a Recipient

Activating an Inactive Recipient
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Searching for and Viewing Recipients

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Searching for and Viewing

Recipients

In this topic you will find instructions for:

e \Viewing Recipients

e Changing the Number of Recipients Displayed per Page

e Searching for a Specific Recipient
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Viewing Recipients

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Searching for and Viewing

Recipients > Viewing Recipients

To view recipients:

1.
2.

. . . . . .
Expand the Main Menu. (See Viewing the Main Menu for more information).
Click the Recipients option.
= @TELLUS ZEnglish @ TelusDemo  EliProvider v (@Vicki Rouse v
3% Dashboard Recipients o +
% schedule
= Visits Recipient Name/Last Name Recipient Medicaid ID Active / Inactive  Active M
= Work List Recipient DOB [a] Recipient Member ID
© Claim Review o
() Prior Authorizations

Recipient First Name Recipient Last Name a x Edita
~/  Reports
123456789
Users
AETN-123234867.19450122
- . fernando durand MALE 0123234567111 122145 Va
22 Recipients 123234867 123234867
_ Provida 123234567
£ Setings Mana Marte: FEMALE 654798932 654702032 6666666556 25134 Va
[ Trahning Nikita Buslov MALE 0000000000 000000000 000000000 38ige ra
5] Logout Team Rocket FEMALE 9876381245 AETN-9676381245-19940512 51294 rd =
Ben King MALE 741235680 7418256589 4115 s
Hnrman Runetns nant = anannaana anm r L] 7

© Copyright 2017 - 2020 Tellus LLC

The Recipients page opens and displays the following information for all Recipients.
— First name
— Last name
— Gender
— Date of birth
— Editable:
o A “pencil icon” indicates that the Recipient details can be edited.

o An “eye” icon indicates that the Recipients have been uploaded by the
Payer and Recipient details can be viewed but not edited.

— A submenu (vertical dots) that offers options for sending messages, resetting
password, unlinking/deleting Users, and updating User details and User roles.
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3. You can sort the results by clicking the title of the column for Recipient First Name,
Recipient Last Name, Gender, or Date of Birth; click the same column title again to
reverse the order.
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Changing the Number of Recipients Displayed Per Page

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Searching for a viewing

Recipients > Changing the Number of Recipients Displayed Per Page

To change the number of Recipients that appear on each page:
1. Scroll to the bottom of the page.

2. Click the Items per page dropdown arrow and make a selection: 20, 50 or 100
Recipients per page.

@ TELLUS =Engish @ TelusDemo Bl Provider ~ @ Vicki Rouse v
Tested Tested FEMALE 7961596486 TO61596485 7961506486 100870 ra H -
B3 Dashboard
Tester Testerly MALE 010000000 010000000 141100 Vs
(8 schedule
Ryan Dos MALE 343434343 343434243 1021
= Visits v s =
Mar Browns FEMALE 7362646 947352646 714754 v/
= Work List a 4 &
P McH FEMALE 512130 *
© Claim Review o criomer 4
- .
£ Prior Authorizations Nick Otine MALE 787897893 TBASIZI4T 7845124565 1013164 Vs
AETN-987654221-19801201
/' Reports
Eric Reedy80 MALE 987654321 987654321 (012348765 121780 ra
- Users
987654321
22 Recipients Oiiva Janes FEMALE AL12695412545 AETN-AL12695412545-19630826 a26083 Vi
B Provider . i ;
iz Jones FEMALE 1213179 Vs
£x  Settings
Mary Doe FEMALE ZNB 23116 ra
[E]) Training Mary Marte. FEMALE SITBSS  T1957195 12115135 ra
3 Logout Jim oms MALE NB1212121212

® Copyright 2017 - 2020 Tellus LLC

3. If the number of Recipients exceeds the space available your screen, you can view
additional Recipients by clicking the arrows at the bottom of the screen. The
Recipients as well as the counter at the bottom updates to reflect the range of
records presented (for example, 1-20 of 98 Recipients).
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Searching for a Specific Recipient

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Searching for a viewing

Recipients > Searching for a Specific Recipient

To search for a specific Recipient:

1. Make an entry in any or all of the fields at the top of the page — Recipient Name/Last
Name, Recipient Medicaid ID, Recipient DOB, Recipient Member ID, and/or
Active/Inactive — to narrow the list of Recipients displayed and then click Search.

Click “X” in any field to remove the search criteria.

@ TELLUS =English @ TellusDemo Bl Provider ~ @ Vicki Rouse v

5% Dashboard Recipients o +
() scheaule
= Ve Recipient Name/Last Name Recipient Medicaid 1D Active / Inactive  Active -
= Work List Reciplent DOB & Recipient Member ID
© Claim Review Clear
() Prior Authorizations

Recipient First Name Recipient Last Name Gendes Recipient Medicaid ID Aember (Ds Date of birth Editable Active
A Reports

123456789
&% Users
AETN-12324567-18450122

o . fernando durand MALE 0123234567111 122145 Vi
22 Recipients 123234867 123234567
B Provider 123234567
£ Setings Maria Marte FEMALE 654798932 654708032 5565556885 20534 7
[ Training Nikita Buslov MALE 3118198 Vi
3 Logout Team Rockst FEMALE 9876381245 AETN-9876381245-19840512 5112184 ra

Ben King MALE 741235689 7418256588 anns ra

Hneman f— wnr e aaconaana s - L] -

@ Copyright 2017 - 2020 Tellus LLC

Note: The Active/Inactive field defaults to “Active.” You can also select Inactive, or All to
see both active and inactive users. See Deactivating a Recipient and Activating an
Inactive Recipient for more information.
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All Recipients who have entries in their profiles that match the search criteria will
display.

@ TELLUS _SEnglish @) TelusDemo Bl Provider ~ @ Vicki Rouse ~
53 Dashboard Recipient First Name Recipient Last Name Gendes Recipient Medicaid 1D ember 1D Date of birth Edtsble  Active
() schedule 123456789
= Visits AETN-123234567-19450122
- fernando durand MALE 0123234567111 122145 7
123734557 123234567
= Work List
123234567

@ Claim Review

Marna Marte FEMALE 554798932 B54798432  BSESS58555 2/5/34 Vs

Prior Authorizations

o Nikita Buslov MALE 318/98 7
A Reports

Team Rockst FEMALE 9876381245 AETN.9876381245-19940512 5/12/84 ra
- Users

Ben King MALE 741235689 7418256589 41ns ,'
22 Reciplents

Herman Munster MALE 993999803 2282 Vs
B Provider

Nue Conden MALE 000000008 202120 7
£ Setiings

Connia Navarro FEMALE 455647362 12/518 V
[&] Training

Tested Tasted FEMALE 7961505436 TREISH4EE  TE5159646 108770 Va
5] Logout

Tester Testerly MALE 010000000 010000000 11100 Va

Ryan Doe MALE 343434343 243434243 10211 v

@ Copyright 2017 - 2020 Tellus LLC

Related Topics

e Adding a New Recipient e Uploading Documents for a Recipient

e Importing a Group of New Recipients e Deactivating a Recipient

o Editing a Recipient e Activating an Inactive Recipient
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Adding a New Recipient

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Adding a New Recipient

Recipients are the people to whom your Caregivers will provide services. Depending on
the Payer and the Program, there are two ways to add Recipients: you can add
individual Recipients or you can import a group of Recipients.

Note: When you add Recipients to the Tellus EVV system they automatically have the
status Active; you can inactivate Recipients that you no longer provide services for, who
are no longer eligible for services, or who were entered under the wrong agency. See
Deactivating a Recipient.

To add an individual Recipient, follow these steps:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click the Recipients option to see the Recipients page.

3. Click the “add” icon (plus sign) in the upper right corner to open the Add Recipient
page.

@ TELLUS Frah @ Tewsomo I Provder v @Vick Rowse

(¥ schedule
— Ve Recipient Name/Last Name Recipient Medicaid 1D Active / Inactive  Active M
= Work List Recipient DOB o} Recipient Member ID
@ Claim Review Cloar
(9  Prior Authorizations

Recipient First Narme Recipient Last Name Gend Recipient Medicaid ID Member IDs Dae of irth Ediable  Active
A~ Reports

123466789
& Users
AETN-123234867-10450122

e . fernando durand MALE 0123234567111 122145 Va
22 Recipients 12374867 123234567
B Provider 123234567
£t Setiings Mana Marte FEMALE 554798932 B54798832  BSBS658585 2/5/34 Va
@ Training Nikita Buslov MALE 318198 Vs
3 Logout Team Rockst FEMALE 9876381245 AETN-9876381245-19840512 511284 Vs

Ben King MALE 741235689 7418256589 4115 ra

Hrman Rt s = ancnnaana smran > L] T

® Copyright 2017 - 2020 Tellus LLC
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OPTIONAL: When the Recipient Search window opens search to see if the Recipient
exists in the system.

— Click By Medicaid ID to search by Medicaid ID and date of birth.
— Click By Name & Gender to search by name and date of birth.

= @ TELLUS =English () TELLUSDEMO [N Provider v (@) Vieki Rouse v

Dashboard Recipients > Add Recipient

Schedule

[

@ recivi

Visits
Switch search type: By Medicaid ID:

Work List

Claim Review

Medicaid ID: Enter Medicaid ID *

Prior Authorizations

O e

Date of birth; Date of birth * .

Reports

Users
Recipients Add a Different Recipient >

Provider

B

Settings

B4 o

Training

(3]

Logout
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If the User does not exist, click Add a Different Recipient to move to the next step in
the process: Recipient Information.

@ TELLUS _=English (@) TELLUSDEMO ||| Provider v @) Vicki Rouse v

53 Dashboard Recipients > Add Recipient

() Schedule

@ Fecipient Search @ recipent informatio @ [ergency Contact O rocress [

Switch searchtype: By Medicaid ID: | By Name & Gender

Visits
= Work List

Claim Review
Recipient First Name: Recipient First Name *

Prior Authorizations

T O e

Recipient Last Name: Recipient Last Name *

Reports

Users Gender: (O) Female () Male

Recipiems Date of birth: Date of birth * o}

provider Search Clear

Add a Different Recipient >

® Copyright 2017 - 2020 Tellus LLC

Sertings

B & m Bk

Training

53}

Logout
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6. Complete the information following the numbered steps on the screen. Instructions
follow in Adding a Recipient: Entries.

7. Click Save when you finish making your entries.
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Adding a Recipient: Entries (Available if allowed by program)

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Adding a New Recipient >

Adding a Recipient: Entries

Adding Recipient Information

1. Complete all required fields (as noted by an *) and as many of the optional fields as
possible. You will need to scroll down to see all fields.

Recipient First name*: Enter the new Recipient’s first name.

Recipient Last name*: Enter the new Recipient’s last name.

SSN (Last 4): Enter the last 4 digits of the new Recipient’s social security number.

Gender: Select the gender using the radio buttons. The default selection is male.

Date of Birth*: Enter the new Recipient’s date of birth by typing the date by
clicking the calendar icon and selecting a date from the calendar.

2. Click Next to move to the next step: Emergency Contact Information.

=English () TELLUSDEMO [N Provider v (@) Vieki Rouse v

@

B3 @ i

B & o B

(3]

& TELLUS

Dashboard

Schedule

Visits

Work List

Claim Review

Prior Authorizations

Reports

»  Users

Recipients
Provider
Settings
Training

Logout

Recipients > Add Recipient
@) Recipient Search

Recipier
Recipient First Name: John

© Recioient Information @ ey Contact O ocrese © ree
e

Recipient Last Name: Brown

Enter sSN
SSN (Last ). 1234

Enter Medicaid 1D
Medicaid ID: 123456789

Gender: () Female (@ Male

Date of birth +

Date of birth: 1/1/1936

® Copyright 2017 - 2020 Tellus LLC

Note: Clicking Next does not save your entries. You will save at the last step, Payer
Subscription. Do not use your browser’s Back button at any point while you enter
Recipients. If you do, you will return to the main Recipients page and your entries will be

lost.
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Entering Emergency Contact Information

& TELLUS

@) TELLUS

English () TELLUSDEMO || Provider v @) Vicki Rouse v

B8 Dashboard Recipients > Add Recipient

[0 4

Schedule

@ Recipient Search @ Recipient Information

Visits
tsct Neme

Work List Contact Name: Susan Brown

€ Emeeney Contact O acress O -

Claim Review N
er Phone N

En ber
Enter Phone Number: (555) 555-5555
Prior Autherizations

3@ i

Reports Enter Relationship

Enter Relationship: Spouse

Users

)
"

Recipients
Provider

Settings

B & @

Training

®

Logout

@ Copyright 2017 - 2020 Tellus LLC

‘Ban

1. Enter the following contact information.

— Contact Name: Enter an Emergency Contact Name for the Recipient.

— Enter Phone Number: Enter the Emergency Contact’s Phone Number.

— Enter Relationship: Use the dropdown list to select the Emergency Contact’s
relationship to the Recipient. Choose None, Child, Friend, Other, Parent, Sibling,

Spouse, or Unknown.

2. Click Next to move to the next step: Address.

Note: Remember, clicking Next does not save your entries. You will save at the last step,
Payer Subscription. Do not use your browser’s Back button; your entries will be lost.
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Entering a Recipient Address

= @ TELLUS SEnglish (@) TELLUSDEMO  [NlIProvider v (@ VickiRouse v
83 Dashboard Recipients > Add Recipient
() schedule
@) Recipient Search @ Recipient Information @ Emeroency Contact © Address © Payer Subscript

= \Visits
= Work List ind Address *

800 Fairway Drive, Deer
@ Claim Review 7 800 Fairway Drive ©

9600 Fairway Drive
) Prior Authorizations

800 Fairway Drive |
A Reports 9 600 Fairway Drive

% 800 Fairway Drive nerry, 1 15
=5 Users — [ powered by Google

T Kissipmee || T™r
22 Recipients 5 Melbourns:
Clearatero TOMPA. ol akeland
B  Provider st Phteburg FLORIDA v +
£ Senings > -
? Gocgle @ i
[ Training
Address Line 2: Address Line 2
5]  Logout
Zip: Zip *
2ip s required)
® Copyright 2017 - 2020 Tellus LLC

Type an address in the Find Address field; addresses that match your entry will
appear in a dropdown list. You can select one to complete most fields on the page.

Note: If the address you are trying to add is not found in Tellus, open another browser
window and use Google to search for the address to see how it appears in their
database. For example, Google may have NE as North East or vice versa, or Lakepoint as
Lake Point or vice versa.

w N

. Scroll down to see all fields and make entries and updates as needed.

Enter a Primary Phone number; this field is required.

If your agency uses IVR instead of the Tellus EVV mobile app, check the IVR Phone
Number box.

If the Recipient has an alternate phone number, enter it in the Secondary Phone
field.

If your agency uses IVR instead of the Tellus EVV mobile app, check the IVR Phone
Number box.

If this is the first address added for the Recipient, it will automatically be set to
Primary. If you return to this Recipient later and add more addresses, you will be
able to toggle Select as Primary to the right (on) or left (off).
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6. Click Next to move to the next step: Payer Subscription.

Note: Remember, clicking Next does not save your entries. You will save at the last step,
Payer Subscription. Do not use your browser’s Back button; your entries will be lost.

Entering Payer Subscription Information

= @@ TELLUS

=English () TELLUSDEMO [N Provider v (@) Vieki Rouse v

@

B3 @ i

B & o B

(3]

Dashboard Recipients > Add Recipient

Schedule
@) Recipient Search
Visits
Work List
Claim Review
Prior Authorizations

Reports

Users Case Number: Case Number

@ Recipient Information
Select Payer *
Payer: Florida Medicaid (AHCA)

Plan: NONE | NONE | Florida

@ Emerency Contact @ rodress © Payer subscrintion

Recipients

Provider Member ID: 987654321

Settings

Eligibity Effectiv
Trainin g Eligibility Effective Date: 01/01/2020

Logout Eligibility End Date
Eligibility End Date: 01/01/2040

® Copyright 2017 - 2020 Tellus LLC

1. Enter the following Payer Subscription information.

Payer*: Select the Payer from the drop-down menu.

Plan: Click this field to see available plans and select the correct one. The plan
has the Plan name, Program name and Jurisdiction.

Case Number: Enter the case number.

Member ID: Enter the Member’s ID.

Eligibility Effective Date: Enter the date that eligibility became effective.

Eligibility End Date: Enter the date that eligibility ends.

Authorization Effective Date: Enter the date that the prior authorization become

effective.

Authorization End Date: Enter the date that the prior authorizations ends.

Diagnosis Code: Enter at least one diagnosis code.
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2. Click Save to save the information.

At this step you can also chose to:

o Click Back at the bottom of the screen to go back to previous steps to
make edits.

Do not use your browser’s Back button. You will return to the Recipients
page and all information will be lost.

o If you need to start over click Reset go back to step one of the Add New
Recipient processes.

Note: If your agency requires a Referring Physician, you can link one to a Recipient by
Editing a Recipient and Entering a Referring Physician.

Related topics:

e Searching for and Viewing Recipients e Uploading Documents for a Recipient
e |Importing a Group of New Recipients e Deactivating a Recipient
o Editing a Recipient e Activating an Inactive Recipient
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Importing a Group of New Recipients

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Importing a Group of New

Recipients

When you received the email with your logon credentials during the onboarding process
for Tellus EVV, you should have received the Tellus EVV Recipient Upload Template
spreadsheet and Tellus EVV Recipients Upload Instructions. You can use it to import a
group of Recipients into Tellus EVV. To do so you will complete and import the
spreadsheet; instructions follow.
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Completing the Spreadsheet

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Importing a Group of New

Recipients > Completing the Spreadsheet

When you open the spreadsheet, you will see that Line 2 is an example of how your
entries should look; delete the example or type over the example entries following the
instructions in Tellus EVV Recipients Upload Instructions.

Note: Commas are never allowed, even in fields that allow special characters.

When you save the spreadsheet, you may want to rename it so you keep the original
template for future use.

The spreadsheet is formatted as a .csv (comma separated values) file. Do not change the
format when saving.

TellusEvRecipientUploadTemplate 20190814 - Excel
IO nsert  Pagelayout Formulas Data  Review View Developer Help Acobat Q) Tell me what you want todo 2 Share
“D% Calibri v VA x ==2 % 25 Wrap Text General v @ g‘d (E-E'm Ex | :I“I‘fs“m - QY p o
Paste B I U~ - &-A == = =3 Eweweacemer - | § - % o 5 5 Conditonal Formatas Col | imert Deleteformat | Sort& findd | Share Ths Webex
Formatting - Table - Styles~ < s & Clear Filter~ Select~ | File~
Clipboard = Font ~ Alignment ~ Number ~ Styles Cells Editing Webex ~
H21 - A
Formula Bar|

A | B | ¢ | b | E | F | 6 W v |3 |k || M S o | P | Q@ | R | s | T | u |
1 |FirstName LastName Gender  DateOfBiriSsnLastd Medicaidil StreetAddr StreetAddr City State  Zip Phonel Phone2  EmergencyEmergenc) Emergenc) PayerlD  PayerMer Payerurist PayerPlan Program
2
3 John Doe M suHEHENE 5726 M0967857123 NW 1:suit 303 Deerfield EFL 33441 3.06E+09 JaneDoe  3.06E+09 OTHR  AETN  BC332894 FL NONE  NONE
47
57
67
77
87
97
o]
il
2]
13
14|
15
el
17 -

| TellusEwRecipientUploadTemplat [ & “ »

e H B - 1 + 100%
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Importing the Spreadsheet

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Importing a Group of New

Recipients > Importing the Spreadsheet

To import the spreadsheet:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click the Recipients option to see the Recipients page.
3. Click the “cloud” icon in the upper right corner of the page.

@ TELLUS =Engish €@ TelsDemo  BiProvider v E@Vicki Rouse v
B3 Dashboard Recipients °
(% schedule
N — Recipient Name/Last Name Recipient Medicaid 1D Active / Inactive  Active -
= Work List Recipient DOB [} Recipient Member ID

Claim Review Cloar

()  Prior Authorizations
~

Recipient First Name Recipient Last Name: Gende: Recipient Medkaki ID ember 105 Date of irtn Edtavie  Actie
Reports
123456789
Users
AETN.123734567-19450122
. . fernando durand MALE 0123234567111 12245 7
22 Recipients 1232567 123234567
123234567
£ Setings Maria Marle: FEMALE 654798932 654708032  EBEGGS6566 20534 V
[ Trahning Nikita Buslov MALE 0000000000 0000000000 0000000000 ansigs ra
5] Logout Team Rockst FEMALE 9876381245 AETN-96T6351245-19840512 512164 rd
Ben King MALE 741235689 7418256589 anMs v
Horman Rt nant e ananaonna ammn & L] M

® Copyright 2017 - 2020 Tellus LLC
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4. Find and select the file you want to upload.
5. Click Open.

€ Open x
« v 1 « User Guide » Managing Recipients v | Q| | Search Managing Recipients R
Organize ~ New folder = m @
Il Desktop A" Name Date modified Type Size
¥ Downloads  # 37 TellusEvvRecipientUploadTemplate_2019..  9/11/2019 1:15 PM Microsoft Excel Co.. 1
[&= Pictures »
Documents o
Getting Started
Managing Recip
Managing Users
User Guide
ﬁ Dropbox
@ OneDrive
S This PC
v K b
File name: | TellusEwvRecipientUploadTemplate_20190814

If there are errors in the spreadsheet a window like the one below will give you
information about where the error occurred and how to correct it. Click OK to
close the error window.

o Import Error

Wrong value 'Spouse’ at line #2, column #16, field 'EmergencyContactRelationship’ is not correct. EmergencyContactRelationship must be populated if either
EmergencyContactName or EmergencyContactPhone is populated. UNKN (Unknown), FRND (Friend), PARE (Parent), SIBL (Sibling), SPOU (Spouse), OTHR (Other)

Error Details ~

ImportException: Wrong value ‘'Spouse' at line #2, column #16, field 'EmergencyContactRelationship' is not correct. EmergencyContactRelationship must be populated if either
EmergencyContactName or EmergencyContactPhone is populated. UNKN (Unknown), FRND (Friend), PARE (Parent), SIBL (Sibling), SPOU (Spouse), OTHR (Other)
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If your import is successful, a message will display at the bottom of the Recipient

page.

& TELLUS

B8 Dashboard

2 Sschedule

= Visits

= Work List

© Claim Review
(™ Prior Autharizations
A Reports

&% Users

29 Recipients
B Provider

¢ Setlings

[ Training

2]  Logout

q O Type here to search

Recipients

Recipient Name/Last Name

Recipient DOB

Recipient First Name

fernando

Maria
Nikita
Team
Ben

Herman

Recipient Medicaid ID

[a] Recipient Member ID

Recipient Last Name

durand

Marte

Buslov

Rocket

King

Munster

MALE

FEMALE

MALE

FEMALE

MALE

MALE

® Copyright 2017 - 2020 Tellus LLC

Searching for and Viewing Recipients

Adding a New Recipient

Editing a Recipient

Recipient Medicaid |

0123234567111

654798932
0000000000
9876381245
741235689

999999903

131

_=English (@) TELLUSDEMO [ global.ulTypes.provider @ Vicki Rouse v

[+ T

Member (D¢ Date of birth Editable
123456789
AETN-123234567-19450122
1122045 Vi
123234567 123034567
123234567
654798932 5555555555 2/5/34 Va
0000000000 0DOO0B000D 3/18/98 7
AETN.G876381245.19840512 5/12/94 v
7418256589 41115 Va
2/2/82 Vi

File is successfully uploaded
2

Uploading Documents for a Recipient

Deactivating a Recipient

Activating an Inactive Recipient
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Editing a Recipient

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient

Depending on the Payer and the Program, to update information for a Recipient:

1.

2.
3.
4

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click Recipients to see the Recipients page.
Find the Recipient whose information you want to change.

Click the submenu icon (vertical dots) and select Edit.

= @ TELLUS _=SEnglish @ TelusDemo || Provider v (@) Vicki Rouse v
123456789
B§ Dashboard
AETN123234567-19450122
) Schedule fernando durand MALE 0123234567111 o — /22145 Va
= Visits 123224567
= Work List Maria Marte FEMALE 654798932 654798932 5555555555
o Claim Review Nikita Buslov MALE 0000000000 0000000000 10000000000
) Prior Authorizations Team Rocket FEMALE 9876381245 AETN-876381245-19940512
A Reports Ben King MALE 741235689 7418256589 4n1s Vs
A% Users Herman Munster MALE 999999903 2/2/82 Va
22 Recipiems Nue Conden MALE 000000008 2/2/20 /'
B  Provider Connie Navarro FEMALE 455647382 12/518 Va
£ Setings Tested Tested FEMALE 7961596486 7961596436 7961596486 10/8/70 Va =
[+] Training Tester Testerly MALE 010000000 010000000 11700 s
3] Logout Ryan Doe MALE 343434343 343434343 102m r
Mary Browns FEMALE 947382646 947362646 14/54 Vs
® Copyright 2017 - 2020 Tellus LLC

The Edit Recipient page displays the saved data for a Recipient. The following tabs
can be reviewed or edited. Detailed instructions follow.

— General: includes all Recipient and emergency contact information

— Addresses: includes the Recipients primary address and any additional addresses
that are on file. You can add more addresses for the Recipient on this tab.

— Payer Subscriptions: includes all payer information and eligibility dates. An
additional field, Jurisdiction, also appears on this tab. Jurisdiction is associated
with the Payer and Plan and indicates the area where the payer offers coverage.
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— Notes: When a Caregiver or Provider enters notes using their mobile app during a
visit, they will appear on the Notes tab. As an administrator, you can also enter
notes on the Recipient Notes tab to keep on file; notes entered through the
Administrator Console will not go to the mobile app.

— Documents: You can upload documents that you have created or scanned into
your computer. Documents must be in PDF, .BMP, .JPEG format.

— Referring Physician: Allows you to enter and link a Referring Physician to a

Recipient so it can be selected when a visit is scheduled.

@ TELLUS ZEnglish (@) TELLUSDEMO ||| Provider v ) Vicki Rousa v
83 Dashboard Recipients » Edit Recipient
[®) schedule

Recipient: fernando durand
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List
© Claim Review . -
Recipient First Name: fernando
(¥ Prior Authorizations
+  Reports Recipient Last Name: durand
& Users
Enter SSN (Last 4)
22 Recipiems SSN (Last4): 2547
B Provider
Enter Medicaid I

£ Settings Medicaid 1D: 0123234567111

Trainin
® 4 Gender: () Female (@ Male
5] Logout te of birth *

Date of birth: 01/22/1945 [
https/ev-dashboard Atell ider/recipients/362. 2ala-43ee-9358-6£25802c97 y . @ Copyright 2017 - 2020 Tellus LLC
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Updating General Recipient Information

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating General Recipient Information

The General tab has all the Recipient’s basic information as well as emergency contact
information that you entered or imported.

1. Update information on this page as needed. If you need help with what to enter in
each field, see Adding Recipient Information and Entering Emergency Contact
Information.

2. Scroll to the bottom of the page and click Save when you are finished updating, click
Reset to clear your entries.

@ TELLUS _Engish (@) TELLUSDEMO  [||Provider~ (@ Vicki Rouse
83 Dashboard Recipients > Edit Recipient
B schedule

Recipient: John Brown
= \Visits
General Addresses Payer Subscriptions Notes Documents
= Work List
@  Claim Review .
Recipient First Name: John
(¥ Prior Authorizations
~  FReports Recipient Last Name: Brown
- Users
Enter SSN (Last 4)
22, Recipients SSN (Last 4): 1234
B Provider
nter Medicaid I

£ Settings Medicaid ID: 101010101

Trainin
= 9 Gender: () Female (@) Male
3] Legout Date of birth *

Date of birth: 01/01/1936 =]
@ Copyright 2017 - 2020 Tellus LLC
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Updating Addresses

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating Addresses

All addresses on file for the Recipient are listed on this page. The yellow star indicates
the primary address.

@ TELLUS _Engish ) TELLUSDEMO  ENl Provider v (@ Vicki Rouse

Dashboard Recipients » Edit Recipient

04

Schedule .
Recipient: John Brown

Visits

General Addresses Payer Subscriptions Notes Documents
Work List e

Address oy state z Phane Address
Claim Review

BOD Fairway Drive Deerfield Beach Florida 33441 (555) 5551234
Prior Authorizations

T e

Reports

S Users

22  Recipients
B  Provider
£ setings
[&) Training

5] Logout

httpsi/evv-dashboard dtellus.net/provider/recipients/ e147200-1502-4162-9606-192be107035/edt/adresses © Copyright 2017 -2020 Tellus LLG

On this page you can:

e Update an address

e Add a new address

o Delete an address

e Set an address as the primary address
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Updating an Address

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating Addresses > Updating an Address

You cannot update an address, but you can delete an address and add a new address.
Instructions are in the sections that follow.
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You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >
Updating Addresses > Adding a New Address

Adding a New Address

To add a new address:

1. Click the “add new address” icon (plus sign) at the bottom of the list of addresses to
open the Add New Address page.

Add New Address

purg FLORIDA

Address L’“; Address Line 2

Fime Tin *

2. Enter a new address just as you did when you added the Recipient. Be sure to click
Save when you finish making your entries, or, to clear your entries, click Reset.
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Setting an Address as Primary

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating Addresses > Setting an Address as Primary

To set an address as the primary address for a Recipient:
1. Click the (vertical dots) for the address you want to set as primary.
2. Select Set Address as Primary.

@ TELLUS _=English () TELLUSDEMO || Provider ~ () Vicki Rouse v

Dashboard Recipients » Edit Recipient

[

Schedule R
Recipient: John Brown

Visits

General Addresses Payer Subscriptions MNotes Documents
Work List -

Address city state v Phene Address

Set Address As Primary

Claim Review

80D Fairway Drive Deerfield Beach Florida 33441 (555) 5551234
Prior Authorizations

O e

802 Fairway Diive Deerfield Beach Florida 33441 (555) 5551234
Reports

» Users

Recipients
Provider

Settings

B & @ B

Training

®

Logout

® Copyright 2017 - 2020 Tellus LLC
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Deleting an Address

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating Addresses > Setting an Address as Primary

To delete an address:
1. Click the (vertical dots) for the address you want to delete.
2. Select Delete Address.

@ TELLUS _=Engiish @ TELLUSDEMO [l Provider v (EVickiRouse v

Dashboard Recipients > Edit Recipient

[

Schedule
Recipient: John Brown

Visits

Genera Addresses Payer Subscriptions MNotes Documents
Work List -

Address city state 7 Phone.
Claim Review

80D Fairway Drive Deerfield Beach Florida 33441 (555) 5551234
Prior Authorizations

O e

802 Fairway Diive Deerfield Beach Florida 33441 (555) 5551234
Reports

Delete Address

» Users

Recipients

Provider

Settings

B & @ B

Training

®

Logout

® Copyright 2017 - 2020 Tellus LLC

Related topics:

e Searching for and Viewing Recipients o Editing a Recipient

e Adding a New Recipient e Uploading Documents for a Recipient

e Importing a Group of New Recipients
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Updating Payer Subscriptions (User to contact Tellus customer service)

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating Payer Subscriptions

The Payer tab lists all Payers or Health Plans on file for the Recipient. Here you can:

e Add a new payer

o Delete a payer

& TELLUS

Engiish () TELLUSDEMO [N Provider v @) Vicki Rouse v

53 Dashboard

[ Schedule

Visits

Work List

Claim Review

Prior Authorizations

B e

Reports

Users

Recipiems
Provider

Settings

B & o B

Training

®

Logout

Recipients > Edit Recipient

Recipient: John Brown

General Addresses Payer Subscriptions Notes Documents
Payer Jurisdiction Plan Program Case Number Member ID Diagnosis Codes
Sunshine State Health Plan Inc. of Florida Fiorida NONE  NONE

+

® Copyright 2017 - 2020 Tellus LLC
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Adding a New Payer (User to contact Tellus customer service)

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >
Updating Payer Subscriptions > Adding a New Payer

To add a new Payer:

1. Click the “add new payer” icon (plus sign) at the bottom of the list of Payers to open
the Add New Payer page. (If you need help with what to enter in payer fields for a
Recipient, see Entering Payer Subscription Information.)

2. Be sure to click Save when you finish making your entries, or, to clear your entries,
click Reset.

Add new Payer subscription

Payer: Select Payer *

Plan: Plan

Case Number: Case Number

Member ID: Member ID

Eligibility giqibility Effective Date
Effective Date:

Ellgibi“l)s:': Eligibility End Date
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Deleting a Payer (User to contact Tellus customer service)

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Updating Payer Subscriptions > Deleting a New Payer

When a Payer is no longer authorized to bill Medicaid (for example, because they did
not recertify) or if your agency no longer accepts a Payer, you can delete the Payer:

1. Click the submenu (vertical dots) for the payer you want to delete.
2. Click Delete Payer Subscription.

@ TELLUS —English (@) TELLUSDEMO || Provider v 6 Vicki Rouse v

Dashboard Recipients » Edit Recipient

Schedule
Reciplent: John Brown

LA

Visits
General Addresses Payer Subscriptions Notes Documents
Work List -
Payer Jurisdiction Plan Program Case Number Member 0D
Claim Review

Sunshine State Health Plan Inc. of Florida Florida NONE  NONE
Prior Authorizations

Delete Payer Subscription

T B @ i

Reports

Users

Recipiems
Provider

Settings

B & @ B

Training

®

Logout

@ Copyright 2017 - 2020 Tellus LLC
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Entering Notes

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >

Entering Notes

The Notes tab allows you see all notes entered for a Recipient. Notes appear here if they
are entered by a Caregiver using their mobile app during a visit, or if they are entered
through the Administrator Console.

Note: Notes with a yellow triangle shown, like the one shown below, indicate the note
was marked as “Alert My Administrator” when the Caregiver sent it from their mobile
app or was marked as “Alert” Note Type when it was entered in the Administrator
Console.

A

You can search notes by entering information you want to search in the Search Notes
field or by entering a Start Date and End Date. You can sort notes by clicking any of the
column headings, except Entered by.

@ TELLUS ~English (@) TELLUSDEMO ]| global uiTypes provider v ©) Vicki Rouse v
83 Dashboard Recipients » Edit Recipient
=) Schedule
Recipient: fernando durand

= \Visits

General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List -

Claim Review
° Search Notes Start Date #  EndDate [a] # Download
(9  Prior Authorizations
Note Entered By

A’ Reports

05/08/2020 Test Note Type Normal, Note Priority Bottom Vicki Rouse Battom
&% Users

X 05/08/2020 Test Note type Alert, priority bottom Vicki Rouse Bottom A
22 Recipiems
X 10/31/2019 456987 Lisa Turner High A

B Provider

05/08/2020 Test Note Type Alert, Note Pricrity High Vicki Rouse: High
£ Settings e N v 9 A

I ity Hig I i

@ Training 05/08/2020 Test Note Type Normal, Note Priority High Vicki Rouse High

05/08/2020 Test Note Type Alert, Note Priority Low Vicki Rouse Low A
5] Logout

04/20/2020 test Michael Raspler Low

05/08/2020 Test Note Tune Normal. Note Priarity Low Vicki Rouse Low -

® Copyright 2017 - 2020 Tellus LLC
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You can also add a note:
1. Click + Add Note.

Add New Note

Mote +
I

2. Enter your Note text.

3. Choose a Note Type (None, Alert, Normal).
If you select “Alert,” a yellow triangle, like the one shown below will appear to the
right of the note.

A

4. Choose a Note Priority (None, Bottom, High, Low, Normal).

Your selection here will appear in the Note Priority column. When viewing notes for
a Recipient, you can click that column heading to sort notes by Note Priority.

5. Click Save.
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Entering a Referring Physician

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Editing a Recipient >
Entering a Referring Physician

If your agency requires a Referring Physician for visits, the Referring Physicians tab
allows you select one or more Referring Physicians and link them to a Recipient.

To add a Referring Physician:
1. Click + Add Referring Physician.

Link Referring Physician

‘Seafeh by First Name, Last Name o NPI
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2. Enter all or part of a Referring Physician’s name and then click Search.

If the Referring Physician is found, this dialog box will display:

Link Referring Physician X

Search by First Name, Last Name or NP|

Fred

Change Search Criteria Add Different Referring Physician Search

o Referring Physician/s found based on the search parameters
Select Referring Physician to be linked with the Recipient

Referring Physician First Name Referring Physician Last Name Referring Physician NPI
Fred Ber 1234567890 Linked
Items per page: 20 - 1-10f1 1< < > >l

You can click Add Different Referring Physician to add another Referring Physician to
the Recipient. The Link Referring Physician dialog box below displays.

The Link Referring Physician dialog box will display automatically if the Referring
Physician is not found.

Link Referring Physician X

Search by First Name, Last Name or NP

Johr

Change Search Criteria Search

Referring Physician Not Found
A w Referring F ician. Our system will create the 1 in DB, and will automat

Referring Physician First Name

Referring Physician Last Name

Referring Physician NPI

Save Cancel
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3. Enter the Referring Physician’s first and last name and 10-digit NPl in the appropriate
fields.

4. Click Save.

The Referring Physician is linked to the Recipient and can be selected when creating
or scheduling a visit.

Related topics:

e Searching for and Viewing Recipients e Uploading Documents for a Recipient
e Adding a New Recipient e Deactivating a Recipient
e |Importing a Group of New Recipients e Activating an Inactive Recipient
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Uploading Documents for a Recipient

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Uploading Documents for a

Recipient
You can upload documents like progress notes or dietary instructions for a Recipient.
Documents must be in PDF, .BMP, .JPEG format and maximum file size is 1Mb.

To upload a document:

Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Recipients to see the Recipients page.
3. Find the Recipient for whom you want to upload documents.
4. Click the submenu icon (vertical dots) and select Edit.
5. Click the Documents tab.
@TELLUS _=English () TELLUSDEMO ]| Provider v € Vicki Rouse v
83 Dashboard Recipients » Edit Recipient
E Schedule Recipient: John Brown
I General Addresses Payer Subscriptions Notes Decuments
@ ChaimReview Search Document Q Search
(9  Prior Authorizations
i R . .
- Users ge: 20
82 Recipients
B  Provider
£ Settings
[#] Training
53] Logout
® Copyright 2017 - 2020 Tellus LLC

6. Click + Add Document.
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Add New Document

Display Name *
Progress Notes

Payer *
SUNS - Sunshine State Health Plan Inc. of Florida

Select File *

Progress Notes.pdf [+3

7. Inthe Add New Document dialog enter a Document Name.
Use the dropdown list to select a Payer.

9. Click the “cloud” icon next to the Select File field to search for and select the file you
want to upload.

10. When you return to the Add New Document dialog, click Save.

If you do not want to save the document you uploaded, click Close.

Related topics:

e Searching for and Viewing Recipients o Editing a Recipient

o Adding a New Recipient

e Importing a Group of New Recipients
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Managing Uploaded Document

You can delete or download documents for a Recipient.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click Recipients to see the Recipients page.
Find the Recipient for whom you want to delete or download a document.

Click the submenu icon (vertical dots) and select Edit.

A

Click the Documents tab.

@ TELLUS English (@) TELLUSDEMO || global.uiTypes.provider ) Vicki Rouse

Dashboard Recipients » Edit Recipient

0

Schedule .
Recipient: fernando durand

Visits
General Addresses Payer Subscriptions Notes Referring Physician
Work List ~—

Claim Review
Search Document + Add Document

Prior Authorizations

R -]

Display Name Assoclated Payer File Name Changed By Changed Date
Reports

Testing Doc upload AHCA document1572459260286 Lisa Turner 10/30/2018
Users Delete

M
n

Test Documetn AHCA document1570719927951 Kristen Jopko 1071072019

Download

22, Recipients

B

Provider

Settings

B¢ @

Training

]

Logout

® Copyright 2017 - 2020 Tellus LLC

Find the document you want to work with and click the submenu icon (vertical dots).
Choose one of the following:

— Delete allows you to remove the document.

— Download allows you to download the document. The following HIPAA Privacy
Rule screen will open; click OK to continue.
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o The HIPAA Privacy Rule

The HIPAA Privacy Rule requires appropriate safeguards to
protect the privacy of personal health information, and sets
limits and conditions on the uses and disclosures that may be
made of such information without patient authorization.

This document may contain privileged and confidential
information and/or protected health information (PHI).

If you are not the employee or agent responsible for this
document, you are hereby notified that any review,
dissemination, distribution, printing and copying of this
document and its content is strictly prohibited.

oK Cancel

Related topics:

e Searching for and Viewing Recipients o Editing a Recipient
e Adding a New Recipient e Deactivating a Recipient
e Importing a Group of New Recipients e Activating an Inactive Recipient
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Deactivating a Recipient

You are here: Tellus EVV Administrator User Guide > Managing Recipients > Deactivating a Recipient

When Recipients are added to the Tellus EVV system they automatically have the status
Active. You can deactivate Recipients who you no longer provide services for, who are
no longer eligible for services, or who were entered under the wrong agency.

Deactivating a Recipient does not remove them from Tellus EVV; it simply hides the
record from view. You can activate inactive Recipients at any time.

To deactivate a Recipient:
Expand the Main Menu. (See Viewing the Main Menu for more information).

™~

Click Recipients to see the Recipients page.

w

Find the Recipient you want to deactivate.

B

Click the submenu icon (vertical dots) and click the Deactivate Recipient option.

The Recipient no longer appears in your Recipients list.

@ TELLUS _SEnglish @ TellusDemo Bl Provider v @ Vicki Rouse v
123456789 -
8§ Dashboard
AETN123234567-19450122
fernando durand MALE 0123234567111 1722145 Va
B  schedue 123234567 123234567
= Visits 123234567
= Work List Maria Marte FEMALE 654798932 654798932 5555555555
@ Claim Review Nikita Buslov MALE
5 Prior Authorizations Team Rocket FEMALE 9876381245 AETN9876381245-19940512
A’ Reports Ben King MALE 741235689 7418256589 anns Vs
&% Users Herman Munster MALE 999999903 2/2/82 Va
22, Recipients Nue Conden MALE 000000008 2/2/20 ra
B Provider Connie Navarro FEMALE 455647382 12/5018 Va
£ senings Tested Tested FEMALE 7961596486 7961596436 7961506486 10/8/70 Va
[E]) Training Tester Testerly MALE 010000000 010000000 1/1/00 Va
5] Logout Ryan Doe MALE 343434343 343434343 102111 Va
Mary Browns FEMALE 947382646 947282645 7/4/54 Va
- © Copyright 2017 - 2020 Tellus LLG
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Related topics:

e Searching for and Viewing Recipients o Editing a Recipient
o Adding a New Recipient o Uploading Documents for a Recipient
e Importing a Group of New Recipients e Activating an Inactive Recipient
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Activating an Inactive Recipient
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You are here: Tellus EVV Administrator User Guide > Managing Recipients > Activating an Inactive

Recipient

To activate an inactive Recipient:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Recipients to see the Recipients page.

3. Find the Recipient you want to activate; be sure to select Inactive in the

Active/Inactive field.

= @ TELLUS

Dashboard

04

Schedule

Visits

Work List

Claim Review

Prior Authorizations

R A ]

Reports

Users

Recipients
Provider

Settings

B & o B

Training

&3]

Logout

Recipients

Recipient Name/Last Name

Recipient DOB

Recipient First Name Recipient Last Name

Maria Marte
Pamela Test

Eric TestReedy
Mary Doe

Jimmy Marley

Eric Reedy-AHCA

=English @ TellusDemo

Recipient Medicaid ID

|| Provider ~

@ Vicki Rouse v

< Active / Inactive  Inactive - >

[+

2] Recipient Member 1D
Clear

Gender Recipient Medicaid 1D Member 1Dz Date of birth
FEMALE 654798932 654798932 5555555555 245134
FEMALE 5555555 911116
MALE 124365679 1234867 12/1/00
FEMALE 123456789012NB 1234S67B9012N  123456789012N 243116
MALE 1/23/60
MALE 123456777 123456789 6/19/92

© Copyright 2017 - 2020 Tellus LLC

4. Click the Active checkbox for the Recipient you want to activate.

Related topics:

e Searching for and Viewing Recipients o

Editing a Recipient

o Adding a New Recipient

e Importing a Group of New Recipients °

e Uploading Documents for a Recipient

Deactivating a Recipient
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Managing Provider Agencies

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies

IMPORTANT: In most cases, Provider Agencies and Payers (including service codes and
payment rates) are uploaded to the Tellus EVV system and you will rarely have to
perform the functions discussed in this section. Also, not all Provider Agencies are
authorized to perform these functions. Contact Tellus Customer Support if you have
questions before making changes in the system.

Click a topic below:

Searching for a Provider Agency

Updating Provider Agency Details

Managing Payers

Searching for a Payer

Assigning Tasks to a Payer Service Code

Manually Adding a New Task for a Payer Service Code

Deleting Manually Added Tasks for a Payer

Linking a Payer to a Provider

Deleting Payers

Managing Contractors

Searching for a Contractor

Linking a Provider to a Contractor

Deleting a Contractor

Managing Payer Override Rates

Searching for a Specific Payer Override Rate

Adding a Payer Override Rate

Updating a Payer Override Rate

Restoring a Payer Override Rate

Deleting a Payer Override Rate
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Searching for a Provider Agency

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Searching for a

Provider

If your Provider Agency has multiple locations, click the agency name in the banner to
see a dropdown list of all agencies.

@ TELLUS = Englis @ TELLUSDEMO || Provider v @) Vicki Rouse v

83 Dashboard Provider Details Payers Contractors Override Rates
(=) Schedule

Name TELLUS DEMO ACCOUNT o
= Visits _—

Short Name
= Work List

. Default Time Zone
@ Claim Review
B Prior Authorizations Address Line 1
Gregodia Pinkiey v

A Reports Aress L 2 @ TEST TELL (808 FAIRY) O comosis ey |
= users N Gj TELLUSDEMO
28 Recipients 6:3 ot

State
B Provider cj > .

Zip
£ Settings

@ TELLUSDEMOIV
& Training Phone Number
@ POSITIVE (7108 S KA)

5] Logout Email .

EIN

@ Copyright 2017 - 2020 Tellus LLC I
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Select the one you want to work with; the Provider Details tab will open.

Note: The Provider Short Name is the name that displays in the dropdown list. Users can
only see the Provider Agencies they have been invited to. See Inviting an Existing User to

your Agency.

@ TELLUS SEnglish () TELLUSDEMO ||| Provider v ) Vicki Rousa v
28 Dashboard Provider Details Payers Contraclors Override Rates y
[®) schedule
= Visits hort Name
= Work List — S ' .
o Claim Review Default Time Zone S/Easter
(¥ Prior Authorizations Address Line 1 800 Fenw Diive )
A Reports Address Line 2 Ste. 386 el
&% Users oy . NPI Taxonomy NPI Taxonomy
&2 Recipients e NPI Zip NP Zip
B Provider
7 Medicaid ID 123456
£ Settings
[ Training Phone Number Created At
5] Logout Email Updated At
Active
EIN
® Copyright 2017 - 2020 Tellus LLC
Related Topics
e Updating Provider Agency Details e Managing Contractors
e Managing Payers e Overriding Payer Rates
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Updating Provider Agency Details

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Updating Provider

Agency Details

To update a Provider Agency’s details:

1. If your Provider Agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option; the page opens to the Details tab.

@ TELLUS “Engiish (@) TELLUSDEMO (|| Provider v (@) Vicki Rouse v
53 Dashboard Provider Details Payers Contractors Override Rates
=) Schedule
Name TELLUS DEMO ACCOUNT
= \Visits art Narm
Short Name ELLUSDEM '
= Work List -
US/Eastes
© Claim Review Default Time Zone
9 Prior Authorizations Address Line 1 airwayDrive .
]
Pl
< Reports Address Line 2 N
an  Users iy S NPI Taxonomy NPI Taxonomy
&2 Recipiems
NPI Zip
e NPIZip
B Provider
. Medicaid ID 123456
zip
£ Settings
[ Taining Phone Number Created At
Upciated At
5] Logout Email "
Active
EIN
® Copyright 2017 - 2020 Tellus LLC
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Click the “pencil icon” to open the Edit Profile dialog box.

Edit profile

Name * Short Name * -
TELLUS DEMO ACCOUNT TELLUSDEMO

Address Line 1% Address Line 2 *

800 Fairway Drive Ste. 366

City * State *

Deerfield Beach FL Region
Zip* Phone Number *

33441 (111) 954-8887

Email * Medicaid ID

test@4tellus.com 1234567123

Logo

https://evv-storage-s3-prod-4tellus-net.s3-us-gov-we

i

Browse

Update

Enter new information as needed.
Click Update to save your entries; click Cancel if you do not want to save your

changes.

Either way, you return to the Details tab.
Related Topics

e Searching for a Provider Agency e Managing Contractors

o Managing Payers e Overriding Payer Rates
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Managing Payers

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payers

In his section you will find information about:

o Searching for a Payer

e Activating and Deactivating Tasks for a Payer

e Manually Adding a New Task for a Payer

e Deleting Manually Added Tasks for a Payer

e Linking Provider to Payers

e Deleting Payers

Note: Not all agencies are authorized to add, link, or delete Payers.

Note: Contracts are not currently used.
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Searching for a Payer

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payers >

Searching for a Payer

To search for a Payer:

1. If your Provider Agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.

Click the Payers tab to see the Payers associated with the Provider.

@ TELLUS —_=English (@ TELLUSDEMO || global.uiTypes.provider v () Vicki Rouse v
88 Dashboard Provider Details @ Contractors Override Rates +
(= Schedule
= Visits Search
= Work List
Search Payers  Enter Payer ID or Payer Name

o e E=
(¥ Prior Authorizations

Payer ID Payer name
A~ Reports
25 Users ACBA Florida Medicald Behavior Analysis
22 Recipiemts AETN Aetna Of Florida
B Provider AETV Aetna Better Health of Virginia
£ Settings AHCA Florida Medicaid (AHCA)
[&] Training ANTH Anthem DBA Simply & Integrated
5) Logout CCPN South Florida Community Care Metwork (CCP)

DHHS New Hampshire Department of Healih and Human Services (DHHS)

@ Copyright 2017 - 2020 Tellus LLC

5. Enter all or part of the Payer name in the Search Payer field.

161



@) TELLUS

English @ Vicki Rouse v

Contractors Override Rates +

88 Dashboard Provider Details Payers
(= Schedule

= Visits Search

= Work List E D or Payer Name

Search Payers  Aet

@ Claim Review

(¥ Prior Authorizations
~ Report Payer ID Payer name

eports

2= Users AETN Aetna Of Florida

22 Recipients AETV Aetna Beter Health of Vinginia
B Provider

£ Settings
[x] Training

3] Legout

@ Copyright 2017 - 2020 Tellus LLC

Click Search.
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Assigning Tasks to a Payer Service Code

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payers >

Assigning a Task to a Payer Service Code

Tasks are part of the Provider/Payer information that is uploaded to the Tellus EVV
system. Generally, you will not have to change this information, but on occasion a Payer
may allow new services or discontinue others.

On the Payers tab, you can activate and deactivate tasks that a Payer is authorized to
provide to Recipients.

1. If your Provider Agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Payers tab.
Find the Payer you want to whose tasks you need to change.

Find the task you want to update.

No vk wnbN

Click the submenu (vertical dots) and select Manage Tasks.

@ TELLUS _cEngish  @TELLUSDEM.. [ Provider v (@)Test2 User2 v

& Dashboard All Services(18)

(%) schedule

Coae Name: N 25K
Visits
55125 Atiendant care service /15m
= Manage Tasks
Work List

55130 Homaker senvice nos per 15m 33 ) ——

Claim Review
85135 Adult companioncare per 15m 2

Prior Authorizations
55138 Adult companioncare per diem

T O e

Reports 85150 Unskilled respite care /15m

% Users

59122 Home health aide or certifie

Recipients

fs

59123 Nursing care in home im

Provider
s9124 Nursing care, in the home; b

Settings
T1001 Nursing assessmentievaluatn

B & @

Training .
T1002 Rn senvices up to 15 minutes

®

Logout 1003 Lpnn Services Up to 15min

T1005 Respite care semvice 15 min

htps/ew-dashboard.Atellus.net/payers/AETN/S5125 ® Copyright 2017 - 2020 Tellus LLC

8. When the task page opens, check the tasks that the Payer allows to be provided to
Recipients; uncheck those that the Payer does not allow.
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& Ew Dashboard X 4+

<« c

i Apps G Most Popular Book...

G TELLUS

& ew-dashboard Atellus.net/payers/AETN/S5125

@) TELLUS

- [u] x

a % ome @ :

Cther baokmarks

_SEnghsh @ TELLUSDEM. . B|| Provider O lest2 User2 v

Contractors ‘Override Rates

B2 Dashboard Provider Details Payers
(5 sSchedule
(GPGS Godeh
HCPCS
= Visits Code/Mods
= WorkList Service Name A1ie
@ Claim Review Enter Senvice Task
Service Task

(9  Prior Authorizations
A Reports All Tasks (63)
ah  Users Select  Row €SV TypeCode
22 Recipients TS0C
B Provider MBRE
£ Setings TOIL
[&) Training FINA
5] Logout TWRK

HOUs
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Description

Transport/Attendance (Social)

Prepare Breakfast

Toilet Use

Managing Finances

Transpart/Attendance (Work)

Housawark/Chore

9. To add a new task, enter the task name in the Service Task field and then click + Add.

Provider

Details

Payers

HCPCS
Code/Mods

Service Name Aller

Enter Service Task

Service Task New Task

Contractors

Override Rates

<)

10.The new task is added to the bottom of the list; be sure to check the new task.

11.Scroll to the bottom of the page and click Done.

Dressing Lower

Range of motion (ROM)

New Task
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Manually Adding a New Task for a Payer Service Code (Available if program allows it)

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payers >

Manually Adding a New Task for a Payer Service Code

To add a new task:

1.

N o vk wnN

If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

_= English

@ TELLUSDEM

Al Provider v O Test2 User2 v

Mumber OF Tasks

= Manage Tasks
33

Click the Provider option.
Click the Payers tab.
Find the Payer that you want to add a task to.
Find the task you want to add the task to.
Click the submenu (vertical dots) and select Manage Tasks.
@ TELLUS
5% Dashboard All Services(18)
() Schedule Name
= Work List 5130 Homaker sarvice nos per 15m
@ Claim Review 55135 Adult companioncare per 15m
) Prior Authorizations ss136 Adult companioncare per diem
&5 Users se122 Home heslth aice or o;mme
22 Recipients 80123 Nursing care in home m
B Provider 59124 Nursing care, in the home: b
£ Setiings T1001 Nursing assessmant/evaluatn
[+] Training T1002 RA senvices up to 15 minutes
5] Logout T1003 Lpniivn services up to 15min
T1005 Respite care service 15 min

https/ew-dashboard.Atellus net/payers/AETN/SS 125

© Copyright 2017 - 2020 Tellus LLC

8. Enter the task name in the Service Task field and then click + Add.

Provider Details Payers

er HOPCS CodeMods
HCPCS
Code/Mods

Enter Service Name

Service Name Allendar >

Enter Service Task

Service Task New Task

Contractors Override Rates
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9. The new task is added to the bottom of the list; be sure to check the new task.
10. Scroll to the bottom of the page and click Done.

O e DRSL Dressing Lower
] e3 ROMO Range of motion (ROM)
64 - New Task
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Deleting Manually Added Tasks for a Payer (Available if program allows it)

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Deleting Manually
Added Tasks for a Payer

Note: You can only delete tasks that have been entered through the Provider option on
the Tellus EVV Administrator console. Tasks that are uploaded with Provider and Payer
information cannot be deleted.

To delete a task:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Payers tab.
Find the Payer that you want to delete the task form.

Find the task you want to delete the task from.

N o u bk whnN

Click the submenu (vertical dots) and select Manage Tasks.

@ TELLUS _ZEngish @ TELLUSDEM Bl Provider v @) Test2 User2 v
-
%8 Dashboard All Services(18)
() Schedule - - T
= Visits
55125 Attendant care service /15m
= Manage Tasks
= Work List
55130 Homaker service nos par 15m 33 S
Claim Review
0 55135 Adult companioncare per 15m 2
Prior Authorizations
al 5136 Adult companioncare per diem
A Reports
P 5150 Unskilled respite care /15m
ah  Users
setzz Horme health eice or cerlfie
22  Recipients
P 0123 Nursing care in home m
B Provider
59124 Nursing care, in the home; b
£ Settings
T1001 Nursing assessmentievaluatn
Trainin
[ nina T1002 Rn services up o 15 minutes
TI003 Lpnilvn services up to 15min
5] Logout
T1005 Respite care service 15 min
o e A e e AT 25 @ Copyright 2017 - 2020 Tellus LLC
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8. Find the task you want to delete; remember, only tasks that have been entered
through this option can be deleted.

9. Click the submenu (vertical dots) and select Manage Tasks.

Note: At this time, you can only delete manually added tasks; you cannot edit them.

@ TELLUS =Engish @ TELLUSDEM Bl Provider v @ Test? User? v
O s MAPP Medical Appointments -

8% Dashboard
= a 0 ss MMED Managing Medications

isi O s MEDA Medical Appaintments
= Visits

Work List 0O s HYGN Hygiene
i for 15!
© Glaim Revi 0o s WCAR Wound Care

aim Review
(99  Prior Authorizations o s B Laundry
A Reports O s PCAR Personal Care - General
2% Users O = BASP Bathing - Bed/Sponge Bath
22 Recipients O e BEDL Meke/Change Bed Linens
B Provider O s 1BOW Incontinence - Bowl
£ Settings 0O e DRSL Dressing Lower
[&] Training O e ROMO Range of motion (ROM)
5] Logout & > New Task .
©® Gopyright 2017 - 2020 Tellus LLC

10.Scroll to the bottom of the page and click Done.
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Linking a Payer to a Provider

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payers >

Linking a Payer to a Provider

Note: Not all agencies are authorized to link new payers.

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Payers tab.
Find the Payer you want to link.

AR

Click the “add payer” icon (plus sign) in the upper right corner of the page.

Add Payer Provider link

Payer Search Payer *

External Id External ID

[] NoInbound Feeds Flag

m Cancel

7. Click the Payer field; a list of Payers that are currently in the Tellus EVV system
display.

8. Select the Payer you want to link to the Provider; the External ID field will populate
automatically based on your selection.

Note: Checkboxes at the bottom of the window default to the correct settings; do not
change them.

9. Click Save.
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Deleting Payers

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payers >

Deleting Payers

Note: Not all agencies are authorized to delete payers.

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Payers tab.
Find the Payer you want to delete.

AR

Click Payers tab, click submenu (vertical dots), select Delete.

@ TELLUS English @ TellusDemo Bl Provider ~ @ Vicki Rouse v

5 Dashboard Provider Details Payers Contractors Overide Rates +

() scheauie

= Visits Search

Work List _
Search Payers  Enter Payer ID or Payer Name

Claim Review

(9  Prior Authorizations
~

Reports
25 Users ACBA Fiorida Medicaid Behavior Analysis
22 Recipients AETN Agtna Of Florida .
B Provider AETV Aetna Better Health of Virginia .
£t Setings AHCA Flonida Medicaid (AHCA)
[ Training ANTH Anthem DEA Simply & Integrated
3] Logout CCPN South Florida Community Care Network (CCP)
DHHS New Hampshire Department of Heaith and Human Services (DHHS)
o N r""’@capyright 2017 - 2020 Tellus LLC
Related Topics
o Searching for a Provider Agency e Managing Contractors
e Updating Provider Agency Details e Overriding Payer Rates
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Managing Contractors

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing

Contractors

In his section you will find information about:

e Searching for a Contractor

o Linking a Provider to Contractors

e Deleting a Contractor
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Searching for a Contractor
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You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing

Contractors > Searching for a Contractor

To find a Contractor:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.

Click the Contractors tab to see the Contractors associated with the Provider.

& TELLUS

~~alish () TELUSDEMO ||| Provider v (@) Vicki Rouse v

Dashboard Provider Details

0

Schedule

Visits Search

Work List

Search Contractors Search Subcontractor

Payers

W Override Rates ar

Claim Review

Prior Authorizations

T O

Contractor Name Short Name
Reports

Change of Pace Retirement Center Change of Pace
s Users (0cala) (0cala)

4 Default Time
ve Skin o

US/Eastern

; ‘1 qu E Silver Springs Ocala FL 4730420 5/30/20

y e Effective Date of
oty Se  pelationship

£
Rl

Recipients
Provider

Settings

B & @ B

Training

&3]

Logout
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5. Enter all or part of the Contractor name in the Search Contractor field.
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6. Click Search; results display at the bottom of the page.

@ TELLUS ngish @) Telusdemo  EllProvider v ) Vicki Rouse v

B3 Dashboard Provider Details Payers Contractors Qverride Rates +
5] Schedule
= Visils Search
= orkList Search Contractors  Search Subcontractor
@ Claim Review
[ Prior Authorizations
A Reports Short Name: Act N Default Time Zone feebaeet
&% Users CHADRSANBORN  CHAD R SANBORN AmericaiNew York Peos FONSE OF =N FL 519120 5724120
29 Recipients ;mHEALTH AND ;mHEALTH AND America/New_York ;%"2 SWARCHER  GaNESVILLE FL 5420 53420
B Provider
3] Training
£ Settings
2] Logout -
httg 25 [ — y— ® Copyright 2017 - 2020 Tellus LLC

7. Click a line to see Contractor details.

@ TELLU S _=Engish @ Telusdemo Bl Provider v O Vicki Rouse v

23 Dashboard Provider Details Payers Contractors Override Rates +
] Schedule
= Visits Search

Work List

Search Contractors  Search Subconiractor
© Claim Review m
E Prior Authorizations
A Reports Contractor Name Short Name Active Skin  Default Time Zone s Line 1 State tuebaeet
5955 PONGE DE CORAL - , .
2% Users CHAD RSANBORN  CHAD R SANBORN - AmericalNew_York ‘eolie o CABLES FL 51920 5124120 H
28 Recipients i - AmericalNew York e SWARCHER " ganesvie R sez0 53120 g
B Provider Avata [—— User First Name User Phone Number o Er Role
[#] Training 1 9186 Robert Johnson - r9186@winnweb net Garegiver
X Settings -
31 Logout -
@ Copyright 2017 - 2020 Tellus LLC
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Linking a Provider to a Contractor

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing

Contractors > Linking a Provider to a Contractor

Tellus allows Provider Agencies to link with other Provider Agencies (Contractors) to
ensure adequate staff are available to provide the services Recipients need. The
Contractor will be able to add Users, will have access to your Recipients, and will be able
to schedule visits for them.

Note: You can only link to Contractors (Providers) that already exist in the Tellus EVV
system.

To link your agency with a Contractor:

1.

v AW

If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Contractors tab.
Click the “plus sign” in the top right corner of the page.

@ TELLUS _=English () TELLUSDEMO ||| Provider v (@) Vicki Rouse v

Dashboard Provider Details Payers Contractors Qverride Rates °

Schedule

o

Visits Search

Work List

Search Contractors  Search Subcontracto

Claim Review

Prior Authorizations

conractorame Short Hame actve sdn QTS e e

T O e

Reports

Change of Pace Retirement Center Change of Pace

- 111 E Slver Springs
5 Users (Ocala) (0cala) US/Eastemn Bl

Ocala FL  4/30/20 §/30/20

Recipients

fs

Provider

Settings

B & @

Training

“

Logout
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When the Link Provider & Contractor window opens, click the Contractor field and
select the Contractor you want to link to your Provider Agency.

Link Provider & Contractor

Search Subcontractor *

Contractor MIAMI BEACH DAY CARE FOR THE FRAIL ELDER

. Effective Date *
Effect_lve D_ate of 05/01/2020 #
Relationship

Expiration Date *

Expiration Date of 05/31/2020 &

Relationship

Enter the duration of the contract; click the calendar icon in the Effective Date of
Relationship and Expiration Date of Relationship fields and select the appropriate
dates.

The Contractor will be able to add Users, will have access to your Recipients, and will
be able to schedule visits for them during this period only.

Click Save.

The Provider is added to the list of Contractors.

@ TELLUS _=English @ TELLUSDEMO B3Il Provider ~ B Vicki Rouse v

Dashboard Provider Details Payers Contractors Override Rates +

04

Schedule

Visits Search

Work List

Search Contractors  S¢aich Subcontraclo:

Claim Review

Prior Authorizations

racior Name Short Name Acive Skin Dl Time

ine 1

Date ot Expiration Date o
hip Relationship

T O e

Reports

Users Change of Pace Retirement Center (Ccala g‘gﬁ?“”“ - UsEasem S ESMEISPIGS  ga, FL 430120 530120

Recipients Eﬂg"ggﬁam DAY CARE FOR THE FRAIL "é”s‘;,::‘,ﬁEAfEm US/Eastern 610 ESPANOLA WAY gt‘:j\'ng FL 43020 53020

fe

Provider

Settings

B & @

Training

3}

Logout

New Contractor

@ Copyright 2017 - 2020 Tellus LLC

175



@) TELLUS

e Searching for a Provider e Managing Payers

Related Topics

e Updating Provider Details e Adding Provider Override Rates
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Deleting a Contractor

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing

Contractors > Deleting a Contractor

You can delete a Contractor at any time; when you do, they will no longer have access
to your Recipients and can no longer schedule visits for them.
To delete a Contractor

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Contractors tab.

v AW

Click submenu (vertical dots) to the right of the Contractor you want to remove and
then select Delete.

= @ TELLUS ZEngish (@ TELLUSDEMO || Provider v @) Vicki Rouse v
BS  Dashboard Provider Details Payers Contractors Override Rates +
(8 schedule
= Vi Search
= Work List
Search Confractors  Saarch Subcontractor
Claim Review
°
(5  Prior Authorizations
e e san DEERTME . state EMective Date of Expiration Dat of
A~ Reports e Zone s e - Stale Retations| Refationship
2 users Change of Pace Retirement Center (Ocala) %fa‘”g)e of Pace - USiEsstern é‘\JaE Siver Springs  ocaly FL 4130120 5030120
MIAMI BEACH DAY CARE FOR THE FRAIL  MIAMI BEA(B10 . MIAMI . .
28 Reciplents ELDER ESPAN) - US/Eastern 610 ESPANOLAWAY ooy, FL  4/30120 513020 5> Deiete
B Provider —
L Settings
[¥] Training
5] Logout
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Related Topics

e Searching for a Provider Agency e Updating Provider Details

e Updating Provider Agency Details e Overriding Payer Rates

e Managing Payers
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Managing Payer Override Rates

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payer

Override Rates

In his section you will find information about:

e Searching for a Specific Payer Override Rate

e Adding a Payer Override Rate

e Updating a Payer Override Rate

e Restoring a Payer Override Rate

e Deleting a Payer Override Rate

Note: Not all agencies are authorized to override Payer rates.
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Searching for a Specific Payer Override Rate

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payer

Override Rates > Searching for a Specific Payer Override Rate

To find a Payer Override Rate:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Override Rates tab.

@ TELLUS _=Engish @ Telusdemo B[l Provider v © vicki Rouse v

BY  Dashboard Provider Details Payers Contractors

H Override Rates
B Schedule
ct Paye

= \Visits Payer Aatna of Florida €3
= Work List

Procedure Codes ~ Procedure Codes
@ Claim Review
(] Prior Authorizations Modifier 1 Modifier 1
A/ Reporis

Modifier 2 Modifier 2

Users

Modifier 3 Modifier 3

B2

Recipients

B Provider Modifier 4 Modifier 4

[®] Training StartDate  Start Date s End Date  End Date o
Settings

i

]

Logout
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Select a Payer.

Use the dropdown lists to select a Procedure Code and any Modifiers you want in
order to narrow your list of results.
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Click Search.
Scroll down to see the results.

Tellus-demo
53 Dashboard Start Date  Start Date =] End Date End Dale [a]
= Visits
= Work List Provider Override Rates °
@ Ciaim Review
Procedure Code + Modifiers Urit Type: ipient Count  Payer Master Rate  Start Date End Date
E Prior Authorizations
35150 Unskilled respite care /115m - TT-N/A-N/A-N/A H 1 $44.44 5/4/2020 5/26/2020 $23
A~/ Reports
$9122 Home health aide or Gertifie - TT-N/A-N/A-NIA H 3 §15 5/4/2020 5/11/2020 $2
ah  Users
59122 Home healih aide or Gertifie - NJA-N/A-NIA-N/A H 1 $15.0102 6/1/2020 8/30/2020 $27
22  Raecipients
$9122 Home health aide or certifie - NJA-N/A-N/A-N/A H 1 §15.0102 5/26/2020 5/31/2020 $1
E Provider
85130 Homaker service nos per 15m - A1-A3-A2-A7 D 1 $100 6112020 7/6/2020 $12
[x] Training
55135 Adult companioncare per 15m - U2-N/A-N/A-N/A u 1 51000 6112020 613012020 54
£ Settings
tems perpage: 100 000 ¢ < > 3
3] Logout - -

© Copyright 2017 - 2020 Tellus LLC
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Adding a Payer Override Rate

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payer

Override Rates > Adding a Payer Override Rate

To add an override rate:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Override Rates tab.

@ TELLUS _=Engish (@ TELLUSDEMO B3| Provider v @ Vicki Rouse v
B%  Dashboard Provider Detalls Payers Contractors Overrlde Rates
() Schedule
= Visits Payer  Aetna OfFlorida @
= Work List
Procedure Codes  Procedure Codes
@ Claim Review
) Prior Authorizations Modifier 1 Moifier 1
¢ Reports Modifier2 Modifier 2
- Users
Modifler 3 Moifier 3
22 Reciplents
B Provider Modifier 4 Modifier 4
Settings _
= ¢ Start Date  Start Date [a] EndDate End Date ]
[x] Training
5] Logout
Provider Override Rate
@ Copyright 2017 - 2020 Tellus LLC
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5. Click the “add Provider Override Rates” icon (plus sign at bottom left of page).

Add Provider Override Rate

Payer Select Payer”

Procedure Code + Modifiers Select Procedure Code + Modifiers

Rate Amount $ Enter Rate (Enter dollar cost per unit) *

Dates Start Date = End Date =

0ce

o

Click the Payer field and select the Payer whose rates you want to Override.

~

. Click the Procedure Code + Modifiers field to select that service you want to
override the rate for.

0o

In the Rate Amount field, enter the new rate.

o

Enter the duration of the rate; click the calendar icon in the Start Date and End Date
fields and select the appropriate dates.

10. Click Save.
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Updating a Payer Override Rate

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payer

Override Rates > Updating a Payer Override Rate

To update a Payer Override Rate:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Override Rates tab.

@ TELLUS _=Engish @ Telusdemo B[l Provider v © vicki Rouse v

BY  Dashboard Provider Details Payers Contractors

H Override Rates
B Schedule
ct Paye
= \Visits Payer Aatna of Florida €3

Work List
Procedure Codes ~ Procedure Codes

@ Claim Review
(] Prior Authorizations Modifier 1 Modifier 1
7~ Reporis Modifier 2 Modifier 2
an  Users
Modifier 3 Modifier 3
22 Recipients
B Provider Modifier 4 Modifier 4
el s Start Date  Start Dale [al End Date End Date =]
£t Settings

]

Logout
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Search for the override rate you want to update.

When results display, click the line for the override rate you want to update.
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@ TELLUS _ZEngish @ Telusdemo Kl Provider v (@)Vicki Rouse v
Dashboard StartDate StartDaie 8 EndDate EndDate 8
= \Visits
= Work List Provider Override Rates °
@ CiaimReview Procedure Code + Modifiers. Unit Type Recipient Count \aster Rate  Start Date End Date ;z"g e D
E Prior Authorizations
55150 Unskilled respite care /15m - TT-N/A-N/A-N/A H 1 $44.44 5/4/2020 5/26/2020 $23
A/ Reports
59122 Home health aide of certifie - TT-N/A-N/A-N/A H 3 $15 5/412020 5/1112020 $2
ah  Users
$9122 Home health aide or certifie - N/A-NIA-NJA-N/A H 1 $15.0102 6/1/2020 8/30/2020 $27
22 Recipients
Edit Provider Override Rate
B Provder Provider TINEIN: 000000011
EI T[EIH’WIQ Enter Rate (Enter colar cost per unity Fiart Date End Date
Rate Amount § 27 Dates 06/01/2020 ©  08/30/2020 2l
# Settings
5] Logout M
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Make changes as needed, and then click Save.
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Restoring a Payer Override Rate

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payer

Override Rates > Restoring a Payer Override Rate

Override rates have a start and end date and are only applied to claims for visits that
occur during that time. After the end date, the override rate expires, and Tellus EVV
applies the original billing rate to the service.

You can restore an expired override rate:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Override Rates tab.

@ TELLUS _ZEngish @ Telusdemo || Provider v @ vicki Rouse v
BY  Dashboard Provider Details Payers Contractors Override Rates
B Schedule
ct Paye

= \Visits Payer Aatna of Florida €3
= Work List

Procedure Codes ~ Procedure Codes
@ Claim Review
(] Prior Authorizations Modifier 1 Modifier 1
~ Reports Modifier 2 Modifier 2
an  Users

Modifier 3 Modifier 3

22 Recipients
B Provider Modifier 4 Modifier 4
[®] Training StartDate  Start Date s End Date  End Date o
£t Settings
5] Logout -
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Search for the override rate you want to restore.

When results display, click the line for the override rate you want to restore.
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= @ TELLUS _SEngish @ Telusdemo  Ell Provider v (@Vicki Rouse v

Dashbaard Start Date  Start Date [a] End Date End Date [a]
= Visits
= Work List Provider Override Rates °
@ CiaimReview Procedure Code + Modifiers. Unit Type Recipient Count 5 faster Rate Start Date. End Date ;z"g e D
E Prior Authorizations
55150 Unskilled respite care /15m - TT-N/A-N/A-N/A H 1 $44.44 5/4/2020 5/26/2020 $23
A’ Reports
Edit Provider Override Rate
&% Users Provider TINEIN: 000000011
oo . Enter Rate (Ener oosar cost pe St Date Ene Date
& Redipients Rate Amount  $ 23 Dates 6/1/2020 M 06/20/2020 &l
Provider
8 e [
[#] Training
59122 Home health aide or certifle - TT-N/A-N/A-N/A H 3 §$15 5/4/2020 5172020 $2
# Settings
59122 Home health aide or certifie - N/A-NIA-N/AN/A H 1 $15.0102 6/1/2020 8/30/2020 $27
5] Logout M i
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Change the Start Date and End Date.
Click Restore.
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Deleting a Payer Override Rate

You are here: Tellus EVV Administrator User Guide > Managing Provider Agencies > Managing Payer

Override Rates > Deleting a Payer Override Rate

To delete a Payer Override Rate:

1. If your Provider agency has multiple locations, click the agency name in the banner
to see a dropdown list of all agencies and select the one you want to update.

Expand the Main Menu. (See Viewing the Main Menu for more information).

Click the Provider option.
Click the Override Rates tab.

@ TELLUS _=Engish @ Telusdemo B[l Provider v © vicki Rouse v

BY  Dashboard Provider Details Payers Contractors Override Rates
] schedule

ct Paye
= \Visits Payer Aatna of Florida €3

Work List
Procedure Codes ~ Procedure Codes

@ Claim Review
(] Prior Authorizations Modifier 1 Modifier 1
7~ Reporis Modifier 2 Modifier 2
an  Users
Modifier 3 Modifier 3
22 Recipients
B Provider Modifier 4 Modifier 4
el s Start Date  Start Dale [al End Date End Date =]
£t Settings

]

Logout
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Search for the override rate you want to delete.

When results display, click the line for the override rate you want to delete.
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& TELLUS _cEngish @ Telusdemo  BllProvider v @Vicki Rouse v

85  Dashboard StartDate  SlartDale 8 EndDate EndDale &
= Visits
= Work List Provider Override Rates °
@  Ciaim Review Procedurs Code + Modifiers. Unit Type Recipient Count  Payer Master Rate  Start Date End Date e e
[}  Prior Authorizations
55150 Unskilled respite care [15m - TT-N/A-N/A-N/A H 1 $44.44 5/4/2020 5/26/2020 $23
A’ Reports
ah  Users |

89122 Home health aide or certifie - N/A-N/A-N/A-N/A H 1 $15.0102 6/1/2020 8/30/2020 sa27

22  Recipients
Edit Provider Override Rate

B Provider Provider TINEIN: 000000011
[&] Training Enler Rate (Enter doflar cost per uni Start Daie End Date
Rate Amount 8 27 Dates 06101/2020 ® 08302020 =
Settings
5] Logout - i
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7. Click Delete.

Related Topics

e Searching for a Provider e Managing Payers

e Searching for a Provider Agency e Managing Contractors

e Updating Provider Agency Details
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Reporting

You are here: Tellus EVV Administrator User Guide > Reporting

Click a topic below:

Generating a Report

Exporting a Report
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Generating a Report

You are here: Tellus EVV Administrator User Guide > Reporting > Generating a Report

The Administrator Console offers several reports, including the Time Log report that
gives you a list of hours worked by Caregiver, and the Visit Report that lets you see a list
of completed tasks for Recipients (tasks are not shown in Visit Detail).

The Time Log report is used as an example in these instructions to show you how to
generate a report. Filters are different for each report, but making selections and
generating all reports is the same.

To generate one of the standardized reports:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Reports.

@ Telusdemo  BllProvider v Y Vicki Rouse v

= @ TELLUS

= English

E2  Dashboard
Reports

B  Schedule

A/ Reports

Report Name
= \Visits

= Work List DuAs

. . Overlapping Visit
o Claim Review apping Vists

Reciplents List
.--- - Imdress Changes
Visit Completed Not Pre-scheduled

Visit Detail

! g0

-n Users

22 Recipients
E Provider
[&] Training Visit Repart
£ Settings

5] Logout
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List of overlapping visits
List of Reciplents
List of Recipients With Address Changes

Payroll Worked Hours Data

This report includes the four observation questions required by Virginia
Visils by Recipient, User, Status or Date Range (ad-hoc)

tems per page 20 v

Click the name of the report you want to generate.

When the report displays, you will see filters on the left side of the page.

You may need to scroll down to see all filters.
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Reports > Time Log

Export v Zoomin @ Zoom out @,
Start Date
TELLUS DEMO ACCOUNT
2020-05-06
Time Log
End Date Time Log: May 6, 2020 - May 6, 2020
A } ) start End Actual Start Actual End
Soilbd Recipientiame | PayeriD ) coge Time Time Hours Time Time
Recipient 0506202090540 | 050872020 9.35-80 0506202090540 | 050062020 1035
Dale Cam Jimeny Mariey AETH Ti018 050
Avallable: 2 Selected: 0 AM M M bk
051062020 10-15: 051062020 10-45: 051062020 10:15:49 05/06/2020 1045
Search list Q Dale Cam John Chung AETN SNIR2TT 050
et. 49 AM 49 AM AM 49 AM
Grand Totals: 1.00
Jimmy Marley
John Chung
v Al X None Tnvert
Caregiver
Available: 1 Selected: 0
Search list. Q
Dale Carr
B
© Copyright 2017 - 2020 Tellus LLC

5. Make your entries and selections for any or all of the available filters.

— For some reports, like the Time Log Report shown, you may be able to enter a
range, such as dates, for the data you want to see. Use the dropdown calendar

for the Start Date and End Date to choose the date range you want to see payroll
for.

— Filters like Recipient that have tabs titled Available and Selected allow you to
choose from a list. You can:
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o Check All at the bottom of the list to see all data elements that appear on the

Available tab. When you
do, all elements will
appear on the Selected
tab and the number on
the Selected tab will be
updated.

o Click individual elements
on the Available tab if
you only want to see a
few data elements on
the report. Your
selections will appear on
the Selected tab and the
number on that tab will
change to the number of
data elements you
selected.

o Remove any individual
element you selected on
either the Available or
Selected tab. Click the
“x” to the left of the
data element you do not
want included on the
report.

o Remove all data
elements you selected
by clicking None on the
Available tab; the
Selected tab will be
updated accordingly.

6. After making all your entries
and selections, click Apply.

Reports

> Time Log

Start Date

2020-01-01

End Date

2020-05-27

Recipient

Available: 44

. Q

Search list.

Aaron Becker -

Mary Doe

fernando durand
Bradley Marte
Jimmy Marley
Bob Hammond
Mikita Buslov
Chris Fernican

Beres Brown

Fred Flintstone -
 All » MNone FE| Invert
Caregiver
Available: 39 Selected: 0
Search list... Q

Selected: 4
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7. Use the buttons listed below to view the contents of the report. Zoom options
appear at the top of the page; paging options appear at the bottom of the page. You
may need to scroll down to see them. You can also export the report.

Button Description

Zoom in to enlarge report.
Zoom in @
Zoom out to reduce size of report.
Zoom out @
See the number of the page displayed as well as the total
Page 2 of 36 number of pages in the report.
Return to the first page of the report.
I<
Move back one page.
<
Move forward one page.
>
Move to last page of the report.
>
Related Topic

e Exporting a Report
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Exporting a Report

You are here: Tellus EVV Administrator User Guide > Reporting > Exporting a Report

To generate one of the standardized reports:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Reports.

3. Click the name of the report you want to generate.

= @ TELLUS _=Engish @ Telusdemo Bl Provider v € vicki Rouse v
E2  Dashboard -
Reports
B  Schedule
R Report
= \Visits
DMAS

= Work List

© Claim Review Overlapping Wts List of overlapping visits
O PN 0 RiliiaiesT st List of Reciplents
A/ Reports Reciplents With Address Changes List of Reciplents With Address Changes

5 Users Time Log Payroll Worked Hours Data
22 Recipients Visit Completed Not Pre-scheduled

B Provider Visit Detail This report includes the four observation questions required by Virginia
[&] Training Visit Report Visits by Recipient, User, Status or Date Range (ad-hoc)

£ Settings s perpage 20w

5] Logout
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4. Use the filters to select the data you want included on your report and then click
Apply.
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Export v Zoom in @ Zoom out@
Start Date
2019-09-18 O TELLUS DEMO ACCOUNT
Payroll Report
End Date Payroll Period: September 18, 2019 - September 18, 20
2015-05-18 u Procedure | Scheduled Start | Scheduled End | Scheduled Actual Start Actual End
Caregiver Name Recipient Name
A0 = ‘ Code ‘ Time. Time Hours Time Time
Recipient
Fopen ‘Cameron, Salazar
Available: 4 Selected: 0 5555555555
18282704609
search list.. Q
cameron salazar@dtellus.com
Maria, Marte . 0918201924533 | 09/18/2019 4:45:33 5 | OB2019250.42 09/18/2019 2:56.27
Bob Hammond DOB 02/05/1934 PM PM PM PM
2 n
ernando durand 3 200
John Chung
Dale, Carr
Peter CIiff
O select.. 0 Desele.. O Tnvert LSRR
dale carr@4tellus.com
Bob, Hammond s 09/1820192:4505 | 09118/2018 3:00:05 13| BB 1507 09/1872019 15219
DOB: 011231961 PM PM PM P
Caregiver
John, Chung 5130 05/1872019 11:00 091182018 11:30: 15 | 018201812059 09/18/2019 1:2358
Available: 2 Selected: 0 DOB: 01/01/1967 54AM 54.AM T em PM
Search list.. Q Peter, Chif . 0918201920526 | 09/18/2019 2:35:26 15 | ORROIS 152 09/18/2019 1:48:59
DOB: 01/23/1561 PM PM PM P
T John, Chung o1 09/18/2019 11:00: 09182019 11:30: 15 | OER019 12058 09182019 1:23:58
DOB: 01/01/1967 54AM 54.4M PM 2 -
© Copyright 2017 - 2019 Tellus LLC
TELLUS @ TELLUSDEMO || Provider v
B3 Dashboard Reports > Time Log
8 schedule
ooF @, Zoomout @
= Visits Start Date
s TELLUS DEMO ACCOUNT
) - Excel (Paginaled) Time Log
= Work List s Time Log: May 7, 2020 - May 7, 2020
J02005- XLSX (Paginated) Procedure | Scheduled Start | Scheduled End | Scheduled Actual Start Actual End
@ Claim Review — Fecipentame | Fayer D) eone Time Time Hours. Time Time
Recipient — o o o osmraon ;s | esnzozs 120 i osmam B | eser2em 1250
(¥ Prior Authorizations available: 3 Selected: 0 - 20pu 21Pu L] 21Pm
3 o o I e e s e | wommasa [ swmansn | swnnzsz
Search lst. oo Caduel - srew o o u
< Reports OSOTR205 0512 | 0507202055012 sswa T | cswazean iz
R ove Gar Aaren Becrer nem s - - ors - -
Users Chris Barker — =
Peter parker
22 Recipients val | xnene  Riven
B  Provider
caregiver
£ setings avallable: 2 Selected: 0
‘search st Q
[ Training
Dale Carr
5] Logout Conrado Caducia
sal | xnene g inven

Reports > Payroll report

@) TELLUS
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When the report is downloaded,
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it will appear at the bottom left of your screen.




@) TELLUS

@TELLUSDEMO Bl Provider v @ Vicki Rouse v

@ TELLUS

Dashboard Reports > Payroll report
=) Schedule
Export v Zoom in@, Zoom out@
= \Visits Start Date
2015-01-01 O TELLUS DEMO ACCOUNT
Work List Payroll Report
End Date Payroll Period: January 1, 2019 - June 30, 2019
. . 2019-06-30 O
© Claim Review < f— . Procedure Start End Actual Start Actual End
jiver Name | Recipient Name
» oo " Code Time Time. Hours Time Time
. . Redpient AUGUSTO, SANDING
(¥ Prior Authorizations Available: 30 Selected: 30 il
Q 13053022003
~/  Reports . ‘augusto sandino@4tellus com
Connie, Recipient o 0403001951505 | 041032018 3:15.06 S| Q40951506 [owsazoia 1015
DO8: 121052018 PM M . P 06 PM
Users Cannie, Recipient ot 0213201933002 | 02132018 4:30.02 MEEEEE T
DO8: 121052018 P M P M
22 Recipients Connis, Recipient 047201960034 | 04232018 1000 09T | 042209 T35
O Select .. O Desele 0 Tnvert P se124 - 39PM Rl m
. = Caonnie, Recipient 02/062019 1-00:23 020672019 5:00:23 020672015 10023 02/062019 50023
E Provider T1030 200
008! 120572018 M P P M
Caregiver Pam, McHomer e 0220201925052 | 02202019 5:50:52 200 | RBISZ05 02202019 55052
£ Settings Available: 36 selacted: 0 D08 050211930 M P M PM
Q Gonnie, Recipient o 1M12201943051 | 0312201973051 I e R
3] Training . D08 12052018 PM P [ M .
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B payroll_report pdf ~ Showall X

7. Click the download indicator to open the report.

Related Topic

e Generating a Report
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